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Introduction 

When Microsoft Press approached me about writing a book on File for 
the Macintosh, I saw it as an opportunity both to write a book and to get my 
small business organized. I knew about database programs. I had used several 
in working with clients of my consulting business. But I had never taken the time 
to organize my own business with a program like Microsoft File. I knew exactly 
which tasks I needed to organize—personnel, payroll, inventory, and job¬ 
tracking. I just didn’t know how to start. Offered the opportunity to use a state- 
of-the-art computer and software (the Macintosh and Microsoft File), I couldn’t 
resist the challenge. 

I started with the premise that busy people need someone else to figure 
out how to accomplish data-management tasks and then to write clear, concise 
instructions that an intelligent person can follow with a minimum investment 
of time. And that’s what I set out to do. I chose examples based on real-life 
companies—businesses like the ones you and I are part of. Then I figured 
out how to accomplish tasks in the best way possible using File. 

Using this book takes the guesswork out of organizing your business tasks 
with File. You don’t have to first figure out what you want, then learn File, then 
start your task (only to find out, after investing a lot of time, that you can’t do 
exactly what you wanted to do). Instead, you can learn by doing. After you work 
your way through one chapter (for example, the chapter on inventory), you’ll 
have learned enough about File to be able to customize the inventory example 
for your own specific needs. 

So, if you’ve been too busy just running your business or doing your job to 
take the time to put File and the Macintosh to work, this book is for you. It takes 
standard business tasks (payroll, personnel, inventory and ordering, managing 
construction, and tracking sales), and shows you exactly how to set up these 
tasks on File and the Macintosh. 

Aside from the first two chapters, which serve as an introduction to File, 
you can go directly to the section that covers a task you want to accomplish— 
there is no prescribed order. If you’re interested in inventory and ordering, for 
example, go to Section Three. If making accurate construction bids is a high 
priority, go directly to Section Four. However, even though there is no prescribed 
order, later chapters, particularly those in Section Five, are more complex than 
earlier chapters. 

Each chapter in Sections Two through Five uses a business as a model to 
demonstrate how to accomplish a specific task with File and the Mac. Each of 
these chapters gives step-by-step instructions for solving this problem. Your own 
situation will vary from the examples presented in the book. As you try out the 
examples in each chapter, you may want to substitute information from your own 
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business for the examples in the text. Or, you can first use the examples in the 
text so that you fully understand the situation and how File works before you 
enter your own information. This book provides the information you’ll need 
to customize these models for your own specific needs. 

The examples and instructions in this book are tailored for a 512K 
Macintosh computer with an external disk drive. Although you can use File 
on a 128K Mac without an external drive, working with a large database is very 
difficult on such a system. Many of the examples include instructions for printing 
out information stored in File, using the Apple ImageWriter. A printer also is a 
necessary part of an effective database system. And, if you want to follow the 
example in Chapter 9, you’ll also need a modem. 

How This Book Is Organized 

Section One (Chapters 1 and 2) introduces you to Microsoft File. You need 
know only the basic Macintosh actions—how to choose commands from menus, 
click, double-click, and drag with the mouse. Chapters 1 and 2 explain how File is 
structured and how it works. You’ll also find some useful strategies for working 
with File. If you feel you know File well, you can skip Chapters 1 and 2. 

Section Two (Chapters 3 and 4) shows you how to put personnel and pay¬ 
roll records on File and the Mac. The scenario is a small deli that has grown past 
the “mom-and-pop” stage. It now has 30 employees and two locations and is 
ready to automate. Both personnel and payroll records share the same employee 
database, so you’ll need to work through Chapter 3 before starting Chapter 4. 

Section Three (Chapters 5 and 6) covers inventory and ordering. The 
example used in Section Three is a bicycle shop that puts all of its inventory 
(bicycles, parts, and accessories) on File and the Mac and then uses this infor¬ 
mation to order new supplies when the inventory level for any item reaches a 
predetermined minimum. 

Section Four (Chapters 7 and 8) details a construction company that uses 
File and the Mac to make accurate bids and then track actual costs. By compar¬ 
ing the actual costs of a project to the bid at any stage of the construction, the 
construction company can control costs more effectively. 

Section Five (Chapters 9 and 10) describes some advanced uses for File 
involving the transfer of information between File and other programs and com¬ 
puters. Chapter 9 shows how the sales division of a mid-sized company uses File 
and information from the company mainframe computer to track sales. Finally, 
Chapter 10 shows you how to combine information from File with information 
from other programs, specifically Microsoft Word, Microsoft Multiplan, and 
Microsoft Chart. 

Appendix A shows you how to use File text files with a BASIC program 
to perform tasks that File alone cannot do. 
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Finally, before you get started with File and the Mac, I’d like to pass along 
a bit of advice. The best way to begin setting up File for your business is one task 
at a time. Don’t plan to spend one night or one week and put everything on the 
computer. Start with your most pressing task. Follow the model for that task 
described in this book and set it up. Then work with it for several weeks or a 
month and customize it so it really works for your business. Then start your 
second task. This way, one task at a time, File will make your life easier. 







Microsoft File is a data-management program for the Apple Macintosh computer. 
Data management, sometimes referred to as database management, is computer jargon 
applied to a program that lets you collect, store, organize, maintain, manipulate, and 
automatically retrieve information—virtually any kind of information. 

The kind of information people store in data-management programs is usually text 
and numbers — names, addresses, ordering information, billing rates, hours worked, and 
part numbers. With Microsoft File, you can also store formulas for computing the numbers 
you have stored, and you can store images and pictures created in a graphics program 
such as MacPaint or Microsoft Chart, allowing you, for instance, to add pictures of 
employees to a personnel file, or pictures of parts to an inventory file. 

Automatic retrieval means that File allows you to easily get at the information 
you've stored. You can get information that matches only a certain criterion, rearrange 
the information in almost any order, and hide any information you don't want to see. 
Automatic retrieval also includes the ability to produce reports using all or part of the 
stored information. 

Data-management programs do not do anything difficult or magical; they don't 
do anything you couldn't do by hand. But it's the volume of information that makes a com¬ 
puter and a data-management program necessary. It's easy to use a telephone directory to 
look up a phone number of a person whose name you know. But consider using a tele¬ 
phone directory to find a name when all you have is the phone number—a task that a 
computer and data-management program could do quickly and effortlessly. The advan¬ 
tages of electronic data management are that you can store more information in less space, 
retrieve it more quickly, have calculations performed automatically, and print useful, 
varied reports. 

But before you jump in and decide to computerize everything from client lists to 
recipes, remember: There is a cost. Consider that although a data-management system can 
do all these things, it does not arrive ready to do them. You must first familiarize yourself 
with a particular data-management program, such as Microsoft File. Then you need to 
set up your particular application—mailing list, client invoices, inventory control, or 
whatever—on the computer, and this will take some time. Before you computerize, it's 
important to establish that the use you make of the computer and data-management 
program will justify the time it takes to set it up to do the work you want it to do. 

This section is intended to familiarize you with File. If you've already used File 
and understand its structure, its commands, and shortcuts for using it, you may wish to 
skip this section and continue with Section 2. If you're a new File user or want to know 
more about how File works, read on. 






















Creating 

a Datafile 


A computer filing system, such as Microsoft File, is similar to a paper filing 
system. In a paper system, there are manila folders with papers in each folder 
and information on each piece of paper. For example, in a paper filing system, 
you might have separate folders for information about employees, suppliers, and 
customers. With File, you create datafiles that serve as your folders. In File, you 
might organize information about employees, suppliers, and customers into data¬ 
files along similar lines. 

The records in a datafile are like the individual papers you keep in each 
folder. In your employee information folder, youd most likely keep a completed 
employee information form for each employee. In File, each employee’s infor¬ 
mation would be a record in the datafile. 

Each record is divided into fields, which correspond to items of informa¬ 
tion on a paper. For example, an employee record might contain fields for name, 
address, phone number, and emergency contact. 

Form and Data 

One important difference between File and a paper filing system is that 
File keeps data and the form in which it is displayed separate. For each of your 
datafiles, File stores two things: the actual data (like employee name, address, 
and phone number), and the form in which this data is displayed (both on the 
screen and on paper when you print it). This form is like a paper form: It 
determines how the information will look. But, unlike a paper form, you can 
modify the File form, changing the amount of information displayed and the 
way the information is displayed. What this means is that you can enter infor¬ 
mation once in one large datafile and use it many different ways; you don’t need 
to enter duplicate information or make another datafile because you want a 
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slightly different format. If you have both personnel and payroll information in 
one datable, you can create one form that displays all the information, another 
form that hides the payroll information and displays only the personnel infor¬ 
mation, and a third that displays only names and addresses for tasks such as 
printing mailing labels. If you like the bottom-line bgures instantly visible in the 
left column, but your partner prefers seeing the other data before the bottom- 
line bgures, you can each look at the data in your own way by using separate 
forms, and the only cost will be the time involved to create one additional form. 

In fact, File automatically stores two forms with each datable, so you can 
look at your data two ways. A click of the mouse button enables you to switch 
back and forth between the two displays. And since the forms and data are 
separate, if you need more than the two forms or views File stores with each 
datable, you can create additional forms and save them on disk under their own 
names. You’ll probably bnd that 80 percent of the time you’ll use only the two 
forms that File automatically saves with each datable: one form that displays all 
the data (you’ll use this view to enter data) and another form that is your pre¬ 
ferred view of the data (showing only the belds you usually need in the order you 
want them). For example, in Chapters 3 and 4, you’ll learn how to put personnel 
and payroll information together in one large datable, and use the complete 
personnel-payroll form to view all the data when changing or updating em¬ 
ployee information. But you’ll use the payroll form—the one that has only 
payroll information—most of the time for your routine monthly payroll tasks. 

An additional benebt of the form and the data being separate is that you 
can print just the blank form without any data displayed in it. This feature gives 
you the capability of using File and the Mac to design blank paper forms. This 
way you can create exactly the form you want, personalized for your business 
without the additional cost of commercial printing. 

Making a Backup Copy of File 

If you haven’t already done so, before you start working with File, it’s a 
good idea to make a backup copy of your File Master disk. Using a copy of the 
master disk doesn’t mean you can store the master in a locked vault. File’s copy¬ 
protection requires you to insert the master disk each time you start your Mac 
and File. But if you use a backup copy of the disk for your day-to-day operations, 
you’ll be much less likely to damage the master disk, and if anything happens 
to your brst copy, you can just make another copy. 

To make a copy of File, put the File Master disk in the internal drive and 
a new disk in the external drive. Then initialize the new disk and name it File 
Copy (or some other descriptive name). Now, move the mouse pointer to the 
File Master disk icon, drag it on top of the File Copy icon, and release the 
mouse button. 
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£ File Edit Uiem Special 



The Mac will copy the contents of the master onto the copy. 

File: A Guided Tour 

. Now let’s take a look at File and the steps you take to create a datafile. 
These steps include: 

1. Start File. 

2. Open a new datafile. 

3. Name the fields and choose an information type for each field. 

4. Format the fields. 

5. Enter the data. 

Starting File 

You start File the same way you start any other Mac application: Double¬ 
click on the Microsoft File icon. 



Microsoft File 

After File asks you to insert the File Master disk, you’ll see a copyright notice. 
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N<m> 


or Select a Datafile: 


Good Restaurants 
Three Months Sales Quotas 


[ Cancel ) [ 


You’ll then see a dialog box that looks like this: 

tk B3TTB Edit Form Organize 


At this point, you tell File which datafile you’ll be using. If you’re starting a new 
datafile, type a name for it in the Name for New Datafile typing field. As soon as 
you start typing, the New button changes from dimmed to highlighted, indicat¬ 
ing that you can use this button. 



New button 


When you finish typing the name of your new datafile, click the New button. 

If you’re opening an existing datafile, select its name from the list box. As 
soon as you click on a name to select it, the Open button changes from dimmed 
to highlighted, which tells you that you can use it. 



Open button 
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Click the Open button to open the datable you’ve selected. 

You can also open an existing datable by simply double-clicking on its 
name in the list box. 

You may bnd it quicker after typing the name of a new datable to simply 
press the Return key or the Enter key rather than take your hands away from 
the keyboard and grab the mouse to click the New button. 

If you want to save a new datable on a data disk, or open an existing data¬ 
ble on a data disk, insert the data disk in the external drive. The Drive button 
will then change from dimmed to highlighted, and you can then click it to 
change to the other drive. The disk name displayed in the dialog box is the 
disk on which File will save a new datable. 

After you start a new datable, your screen will look like this: 

* File Edit Form Organize _ 


Personnel 



The top window is called the datable window. It’s the place where you’ll 
enter information. The bottom window is the form window, where you’ll design 
how the information you enter in the datable window will look. The form win¬ 
dow is like a blank form. After you create the form, each record you enter in the 
datable window will be like a completed form. The form window is the active 
window when you start a new datable. 

Creating a Form 

Your brst task in making datables is to design a form. You design a form by 
naming the belds, specifying the type of information they will hold, and deter¬ 
mining their size and placement on the screen. 

List Helper 

File has two ways to design forms: with the List Helper command from the 
Form menu or without the List Helper command. With List Helper, all you need 
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to do is name the fields and specify what type of information they will hold, and 
File takes care of arranging them in columns like this: 


* File Edit Form Organize 


IDS 

Last Name 

Pe 

First Name 

rsonnel — 

itreet Addres- 

Citu 

Staif 


1 

Greenbrier 

Andrew 

920 Chippewa C 

Bothell 

WA 


2 

Hazelton 

Suzanne 

8017 - 52nd S.\ 

Seattle 

WA 


3 

Justice 

Francis 

6063 Gatehoust 

Mukilteo 

WA 


4 

Salieri 

Sharon 

717 Campbell 

Mukilteo 

WA 


5 

Bruce 

Jack 

5102 Pecks Dri 

Seattle 

WA 


6 

Genorio 

Victor 

603 - 1st Ave. 

Seattle 

WA 


7 

Genorio 

Angela 

603 - 1st Ave. 

Seattle 

WA 


8 

McFadden 

Sheila 

611 Oak Knolls 

Seattle 

WA 


9 

Brooks 

Karen 

132 N. London 

Seattle 

WA 


10 

Zook 

Dori 

1201 Mukilteo E 

Mukilteo 

WA 


1 1 

Andrews 

Kaaren 

1212 - 5th St. 

Mukilteo 

WA 


12 

Allendorfer 

Barbara 

404 Ocean 

Seattle 

WA 


13 

Beamon 

Jason 

419 Queen Anne 

Seattle 

WA 


14 

Larkin 

Mike 

6291 - 8th Ave 

Mukilteo 

WA 


15 

David 

Kate 

2012 - 23rd Av 

Mukilteo 

WA 



16 

McDonald 

Heather 

212 Cedar 

Mukilteo 

WA 


TV 

1 ~7 

1 pi 

Tiff Am i 

- i^th nr 

.Mi.i.kHtpn... 


V 

20/ 

20KPI 1 





1^ 
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Because File has done the design work on this form for you, this is the 
quickest and easiest form to use. It’s also good for viewing many records at once; 
with a List Helper form you can see information from 17 records on the screen 
at one time. 

The List Helper form is File’s default—that is, it’s the form you automati¬ 
cally get when you open File. 

The List Helper form enables you to change the width of individual 
fields. You might, for example, want to make an address field wider to display 
the entire address. 


6 File Edit Form Organize 
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Last Name 
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First Name 
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You can also make all the fields longer (but not individual fields—when you 
lengthen one field of a List Helper form, you lengthen the entire record). 


* File Edit Form Organize 


worn 

Last Name 

= 1 Pt 

First Name 

jrsonnel s=_. 

Street Address 

Citu 

no 

1 

Greenbrier 

Andrew 

920 Chippewa Dr. 

Bothell 


2 

Hazelton 

Suzanne 

8017 - 52nd S.W. 

Seattle 

W I I 

3 

Justice 

Francis 

6063 Gatehouse 

Mukilteo 

w i; 

4 

Salieri 

Sharon 

717 Campbell 

Mukilteo 

w 

5 

Bruce 

Jack 

5102 Pecks Drive 

Seattle 

W | : 
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Genorio 

Victor 

603 - 1st Ave. 

Seattle 

w j i 

7 

Genorio 

Angela 

603 - 1st Ave. 

Seattle 

W | | 

8 

McFadden 

Sheila 

61 1 Oak Knolls 

Seattle 

w j | 

9 

Brooks 

Karen 

132 N. London 

Seattle 

w j j 

10 

Zook 

Dori 

1201 Mukilteo Blvd 

Mukilteo 

WO 

20/20KPI 1 



If you delete or hide a field in a List Helper form, File moves the other 
fields to the left to close up the space left by the missing field. Also, if you re¬ 
arrange the fields, the gap where you took out the field will close up, and all of 
the fields to the right of where you inserted the field will be pushed to the left. 
All of the fields in a List Helper form are contiguous. 

List Helper is on if there is a check mark on the Form menu and it’s off 
if there is no check mark beside it. 


Form. 


ShourForm 

8€G 

✓List Helper 


Uertical Form 


Format Field... 
Set Font... 

8€D 


If you want a different type of form, you can remove the check by choos¬ 
ing List Helper from the Form menu. With List Helper off you can create a form 
that more closely resembles a paper form. 

Checking List Helper and removing the check mark is a toggle action, sim¬ 
ilar to turning a light switch on and off. When you first pull down the Form 
menu, you’ll see that List Helper has a check mark beside it. 

To design a non-List Helper form, choose the List Helper command. 


Form 


Shorn Form 9€G 


✓List Helper 


Uertical Form * 


Format Field... >:b 
Set Font.., 
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Then, the next time you pull down the Form menu, you’ll see that the 
check mark is gone. 


Form 



If you then decide to go back to a List Helper form, choose the List Helper 
command again. After you do, the next time you pull down the Form menu, 
you’ll see that List Helper has the check mark beside it once again. 

When you’re making a form without List Helper, you name and assign 
information types to fields the same way you do when you use List Helper. But 
without List Helper, you can arrange the fields non-contiguously by dragging 
them with the mouse. Fields in a non-List Helper form are like boxes that you 
can move anywhere and size individually. 

Each field is independent of every other field. You can have huge fields 
and tiny fields in the same form. In a non-List Helper form you can leave large 
spaces between fields, line them up next to each other, or overlap them on top 
of each other. If you move or delete a field in a non-List Helper form, the other 
fields do not move in and claim its space as they do in a List Helper form. 

When List Helper is checked, File automatically labels fields at the top of, 
each column. 


* File Edit Form Organize 


in^ 

~? 

Last Name 

First Name 

rsonnol 

Street Address 

City 

Stately 

i 

Gr e6NUr ier 

Andrew 

920 Chippewa Dr. 

Buthell “ 

"WA 


2 

Hazelton 

Suzanne 

8017 - 52nd S.W. 

Seattle 

WA 


3 

Justice 

Francis 

6063 Gatehouse 

Mukilteo 

WA 


4 

Salieri 

Sharon 

717 Campbell 

Mukilteo 

WA 

11 

5 

Bruce 

Jack 

5102 Pecks Drive 

Seattle 

WA 


6 

Genorio 

Victor 

603 - 1st Ave. 

Seattle 

WA 


7 

Genorio 

Angela 

603 - 1st Ave. 

Seattle 

WA 


8 

McFadden 

Sheila 

611 Oak Knolls 

Seattle 

WA 


9 

Brooks 

Karen 

132 N. London 

Seattle 

WA 


10 

Zook 

Dori 

1201 Mukilteo Blvd 

Mukilteo 

WA 


1 1 

Andrews 

Kaaren 

1212 - 5th St. 

Mukilteo 

WA 


12 

Allendorfer 

Barbara 

404 Ocean 

Seattle 

WA 


13 

Beamon 

Jason 

419 Queen Anne Ave. 

Seattle 

WA 


14 

Larkin 

Mike 

6291 - 8th Ave. 

Mukilteo 

WA 


15 

David 

Kate 

2012 - 23rd Ave. 

Mukilteo 

WA 


16 

McDonald 

Heather 

212 Cedar 

Mukilteo 

WA 

luj a 

O 

1 7 

20/ 

2°kjj i 

XiXf.a.m!...,.. 




¥ 

& 


Without List Helper, you can add individual labels to your form. Labels 
are a special type of text or picture field that are optional; you can create and 
position a label anywhere on the form. Labels can be used to identify or give 
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information about a field and can be the same as the field name. For example, 
you can create a label that says NAME: and position it next to a field called 
Name where you enter clients’ names. Or you can create a label that is different 
from the field name. For instance, you can create and position the label PAY next 
to a field called Net Pay to make a form look like a check from your bank. 

* File Edit Form Organize 



L — Label 

You can make a label containing a picture or chart. You can overlap a label 
on top of a picture. Notice, for example, on the following screen taken from the 
Three Months Sales Quotas datafile on the File Master disk, that the state is a 
picture field and the actual, quota, and % of quota labels overlap on top of the 
state picture field. 

£ File Edit Form Organize 
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You can change the size of a field, have it display information with or 
without a border around it, or change the font of the characters that will be 
displayed in it. So, you can give an important piece of data a large box and use 
large type, then make a smaller subordinate label field to identify it and use 
small type. 

Vertical Form 

Another form that’s included with File is the form you get when you choose 
Vertical Form from the Form menu. 

In this form, File has arranged all the fields from the top of the form win¬ 
dow to the bottom, created a label for each field, and placed that label to the left 
of each field. 

The vertical form is useful when your form has a lot of fields and you can’t 
see all the information in one record on the screen at once. The vertical form 
gives you a snapshot of all the fields in one record. Compare the List Helper and 
vertical forms shown in Figure 1-1. 

In addition to the Vertical Form, File automatically stores two forms with 
each datafile, called View 1 and View 2. You can switch between these two views 
by clicking the view box in the lower left corner of the form window. 



To switch views, you can also double-click on any record number in the datafile 
window or hold down the Command key and press the T key. 

So, you could use this feature to have one view as a non-List Helper form 
that displays your data in a way that is similar to the paper form you are used to, 
then you could save the other view as a List Helper form so you can see a lot of 
records on the screen at once. You could then use this second form when you 
have to update a lot of records as quickly as possible. 

Creating a heading area 

Another feature you can add to your non-List Helper form is a heading 
area at the top. A heading area can contain either text or a picture and text. You 
can use the heading area, for instance, to put your company logo at the top of a 
non-List Helper form. File displays the heading only once, at the top of the rec¬ 
ords. If you print the records, the heading will appear at the top of each page. 






























Figure 1-1 . A List Helper form (top and center) and 
a vertical form (bottom) 
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To create a heading area, first position the mouse pointer on the line 
marking the top of the form (just below the title bar of the form window). 



Then drag this line down. When you release the mouse button, the heading area 
appears at the top of the form. 
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In a non-List Helper form, if you create a heading area before creating 
any fields, the heading area will be blank. But if you create a heading area after 
creating fields, File will position a column heading above each field and give the 
column heading the same name as the field. 

So, if you don’t want to use field names for column headings, it’s a good 
idea to create the heading area before naming any fields. That way, you won’t 
have to delete the column heading names File automatically assigns when fields 
already exist. 

In a List Helper form, these field headings are automatically displayed 
whether you pull down the top of the form before entering any field names or 
not, and the only option you have is changing the text of the field heading. 
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Naming Fields and Choosing Their Information Types 

As part of setting up your form, you name each field (for example, Name 
or Date Hired or Phone Number). To name a field, simply type the name. After 
you type the name, press Return. File then displays a dialog box asking you to 
specify the type of information that will be entered in that field: Text, Number, 
Date, or Picture. 



(If you hear a beep and see the following message when you start to 
type, you need to move the mouse pointer to the next available field and click 
the mouse button to get an insertion point.) 



To specify the information type, you simply click one of the four buttons in 
the Type list box: Text, Number, Date, or Picture. Then, you click OK to carry 
out the command. 

There are keyboard shortcuts for choosing an information type. Because 
entering field names requires the keyboard, you may find it quicker to enter 
information types from the keyboard rather than with the mouse. Text is File’s 
default information type (as you can tell by the filled Text button in the Type list 
box). To choose text as the information type for a field, simply press Return 
when the dialog box appears. To choose Number, Date, or Picture without 
taking your hands away from the keyboard, simply press the first letter of the 
information type you want. For example, press P for Picture. You can also carry 
out the command from the keyboard. To do this, simply press Return instead 
of clicking OK. 

Some guidelines for choosing an information type 

The information type you choose for a field determines the kind of infor¬ 
mation that will be entered in it. For example, if you want to record the number 
of jars of mustard in stock at your deli in one field and the number of jars of 
pickles in another field, you want only numbers entered in those two fields. If 
you define those fields as number fields, File will check the information you enter 
into each of those fields and give you an error message if you try to enter non¬ 
numeric information. 
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A field’s information type is important when you sort your records (you’ll 
learn more about sorting in Chapter 2). If you wanted to sort an employee list in 
chronological order by the date the employee was hired, you would select Date 
as the information type for the field containing the hiring date. If you selected 
Text, File would sort the dates in alphabetical order, which in most cases would 
not be useful. 

Deciding whether a field is a text field, a date field, or a picture field 
is easy; it is determined by the type of information you are storing. Deciding 
between Text and Number information types can be tricky. 

A text field is one that contains letters and spaces. But occasionally it will 
contain a number. An address like 419 Queen Anne Avenue is considered text 
because it contains letters and spaces as well as a number. 

A few fields that contain numbers should use the text rather than the 
number information type. If a number needs hyphens (like a social security or 
telephone number), you should define it as text. If you try to enter a number 
containing a hyphen in a number field, you’ll get an error message. You should 
also define a zip code as text. File strips leading zeroes when it displays numbers, 
so if you have any Maine or Connecticut zips in number fields, they’ll be missing 
their first digit. However, if you define zips as text, all will be well; you’ll see the 
leading zeroes, and you’ll still be able to sort them properly. 

The Number information type offers an additional choice that the Text, 
Date, and Picture information types don’t offer. Text, date, and picture fields can 
display only what you enter in the datafile window. But a number field can dis¬ 
play either a number that you enter in the datafile window or the result of a 
calculation. You display the result of a calculation by formatting a number field 
as a computed number field. We’ll look at computed number fields more closely 
when we explore File’s field formatting options in the next section of this chap¬ 
ter; you specify that a number field will be a computed number field at the same 
time that you select formatting options. 

It’s important to make correct decisions about the information types of the 
fields. Once you’ve entered data in the datafile window or quit File, you cannot 
go back and change the information type (for example, from Text to Number). 

If you do discover you’ve made an error, all is not lost. There is a way around 
this limitation. Delete the field with the wrong information type in the form 
window, then add a new field and give it the correct information type. It’s not 
a perfect solution, but it works. 

Formatting Fields 

After you’ve named each field, chosen the appropriate information type 
for each, and designed your form, you still may have a few more choices to make 
about how you want the information in each field to look. The format choices 
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available for each field depend on the information type of the field. In fact, the 
wording of the Format Field... command on the Form menu when you choose 
this command depends on the information type of the field you are formatting. 
For example, if you are formatting a number field, the Format Field... command 
on the Form menu reads Format Number Field... and the dialog box that’s dis¬ 
played when you choose this command is specifically for number fields. So, let’s 
look at the formatting options by information type. 

Formatting text fields 

When you select a text field for formatting (by clicking anywhere in it) and 
choose the Format Text Field... command from the Form menu, the following 
dialog box appears: 



The Align list box allows you to select one of three alignments of the text 
displayed in a text field: Left, Center, and Right. Left is the default option, as 
indicated by the filled button beside it. If you want to change the option, click 
the button beside the option you want. The three Align options will display 
text like this: 



* File Edit Form Organize 
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The Style list box offers a choice of up to four options you can apply to 
a text field: Border, Underline, Bold, and Italic. You may choose more than one 
Style option. The four Style options on a non-List Helper form look like this: 



Border is the default option for a non-List Helper form. However, the Border 
option applies only to non-List Helper forms. When you choose the Format Text 
Field... command for a List Helper form, the Border button is dimmed, because 
fields in a List Helper form are always displayed with borders, and you can’t 
change that format. 

Notice at this point that you can change the information type by clicking 
one of the three buttons in the Type box that arent filled (Number, Date, and 
Picture). However, if you choose the Format Text Field... command after you 
begin entering information in that field or after you quit and then restart File, 
you’ll see a slightly different dialog box that doesn’t contain the Type and 
Display boxes. 



The Type box isn’t displayed because you can’t change a field’s information type 
after you begin entering data or quit File. In addition, there is no Display box 
because the Display options don’t apply to text fields. 

When the options in the Format Field dialog box are to your satisfaction, 

click the OK button. 
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Formatting number fields 


When you click on a number field in the form window to select it and 
then choose the Format Number Field... command from the Form menu, the 
following dialog box appears: 



Type- 

O Teat 
(•) Number 
O Date 
O Picture 


□ Computed 

i orrnula; 


Display- 

<•) General 
O Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

OLeft 
O Center 
® Right 


Decimals:|2 | 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

S Commas 


As you can see, the formatting choices are more numerous for number fields 
than for text fields. In addition to the Type, Align, and Style boxes available for 
text fields, the Display list box, Decimals box, and Computed box are available 
for number fields. Also notice that the default option in the Align list box is 
Right (File automatically right aligns numbers and left aligns text) and that the 
Commas option in the Style list box is available and has an X in the box beside it, 
signifying it’s a default option (File automatically displays numbers of a thousand 
or greater with commas). As mentioned earlier in this chapter, the Border option 
is available only on non-List Helper forms. 

The options in the Display list box allow you to change the way the num¬ 
bers you enter are displayed. This table shows how the same number is displayed 
by using each Display option: 


6 File Edit Form Organize 


worn 

i 

General Display: 

HH Numeric Displays = —. —, " 

| 16,700| 

<> 


Dollar Display: 

$ 16,700.00 | 



Percent Display: 

| 1,670,000.00£| 



Decimal Display: 

16,700.00| 



Scientific Display 

: | 1.67E+04| 


Naw 




The first four Display options are self-explanatory, but the Scientific option 
might not be familiar to you. 

Scientific, which stands for scientific notation, is a way to express expo¬ 
nential numbers conveniently. In scientific notation, a number is expressed as the 
power of a product of 10 (in this example, 10 4 ), multiplied by a number from 1 to 
9 (in this case, 1.67). The E stands for exponent, and the plus sign indicates the 
exponent (4) is a positive exponent. 
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The Decimals box to the right of the Display list box is related to the 
Display list box. The number of decimals you type in the Decimals box will be 
the number of decimal places displayed for any of the last four Display options 
(except General). The default number in the Decimals box is 2. 

The Computed box below the Type list box is where you specify that 
a number field is a computed number field, the special type of number field 
mentioned earlier in this chapter. When you click to put an X in the Computed 
box, the Formula typing field below it changes from dimmed to highlighted. If 
you put the mouse pointer in the typing field and click the mouse button, a 
blinking insertion point appears in it, indicating that you can type a formula 
there. Most of the time, you’ll probably use the names of other fields in your 
formulas, but you can also use numbers. 

To demonstrate how computed number fields work, let’s say each record in 
your datafile represents an item in your inventory. Let’s say you have a number 
field called Quantity for the number of each item currently in stock, and a num¬ 
ber field called Wholesale for the wholesale cost. To calculate the total wholesale 
value of each item in your inventory, you could create a field named Total Value, 
format it as a computed number field, enter the formula Wholesale Cost * 
Quantity in the Formula typing field, and press Return. (Computers use the 
asterisk instead of the X symbol to represent multiplication and the slash instead 
of the -T- symbol to indicate division.) With this formula, the Total Value field of 
each record will display the result of multiplying the numbers in the Wholesale 
Cost and Quantity fields. You can go back and change a formula after you’ve 
formatted a number field as computed, but you can’t make a number field a 
computed number field (or vice versa) after you begin entering data in the 
datafile window. 

Formatting date fields 

When you select a date field and choose the Format Date Field... com¬ 
mand, the following dialog box appears: 
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Notice that the Display list box has different options than the Display list box 
for text and number fields. Date fields can have one of three Display options: 


6 File Edit Form Organize 


I Date Formats 



Short:! 12/25/55 


Medium: |Dec 25, 195~5~ 
Long: |December 25, 1955 


You can enter date information in any format and File will convert it to 
the format you set. File’s default date display is Medium format. 

Date fields can be left aligned, centered, or right aligned, like text and 
number fields. The default is left aligned, just like a text field. Date fields have 
the same Style choices as text fields. 


Formatting picture fields 


Picture fields contain pictures you create with MacPaint, Microsoft Chart, 
or another graphics program, and then add to your records by pasting them in 
rom the Macintosh Clipboard. You could use picture fields to visually represent 
information or just to add interest. Specific instructions for transferring pictures 
from MacPaint to File are in Chapter 6. 

The Format Field dialog box for a picture field looks like this: 



Picture fields have two Display options: Clip and Scale. If you choose Clip 
File pastes as much of the picture as will fit into the field you’ve created starting 
at the upper left corner of the picture. If you choose Scale, File will size the 
picture to fit the field. Figure 1-2 shows the same picture pasted into a picture 
field with Clip and with Scale. 

The only Style choice when you are using a non-List Helper form is Border 
which allows you to display your picture with or without a box around it. Figure 
1-3 shows these two options. ° 

File’s defaults are Clip for Display and Border for Style. 




















































Figure 1-2. A picture pasted into a picture field with Clip 
(top) and Scale (bottom) 
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Figure 1-3. A picture field with (top) and without (bottom) 
a border 
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Entering Data 

After naming each field, choosing the information type for each field, and 
designing the form, you’re ready to enter information for each record by typing 
it in the datafile window. This is the easiest part—easier than typing information 
onto a paper form. You type information into a field, such as an employee name. 
When you’ve finished typing the information in one field, you simply press Re¬ 
turn or Tab, and File automatically moves you to the next field. Holding down 
the Shift key and pressing Return or Tab moves you to the previous field. When 
you finish entering information for the last field of one record, press Return or 
Tab, and File moves you to the first field of the next record. 

Entering information in File is easier than using paper and a typewriter 
because File lets you edit what you’ve typed without erasing. If you type an 
incorrect character, the Backspace key will clear the character to the left of the 
insertion point (the last character you typed). If you spot an error in a previous 
field, simply move the mouse pointer to that field, click for an insertion point, 
use the Backspace key to delete any unwanted characters and then just type in 
the correct ones. 

File has three key sequences you should know about when entering infor¬ 
mation. They can save you a lot of time. 

• Command-apostrophe 

Holding down the Command key and pressing the apostrophe key (') copies the 
contents of a field in the previous record to the same field in the current record. 

• Command-hyphen 

Holding down Command and pressing the hyphen key (-) copies the current 
date from the Macintosh internal calendar into that field. You can change the 
calendar by choosing Control Panel from the Apple menu. 

• Command-semicolon 

Holding down Command and pressing the semicolon key (;) copies the current 
time from the Macintosh clock into that field. You can change the time by 
choosing Control Panel. 

Command-apostrophe can be especially useful if you have one field (for 
example, the contents of a field named City in an employee datafile) that will be 
the same for each employee. You just type the city once in the first record; then 
each time you come to the City field, simply hold down the Command key and 
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press apostrophe. (Note: The Microsoft File manual refers to this key sequence 
as Command-quotation. But, since the quotation mark is the shifted position of 
this key and you don’t need to use the Shift key in this key sequence, this book 
uses the term Command-apostrophe.) 

Saving Your Data 

With File, you don’t need to worry about periodically saving your data, as 
you do with most other programs. File automatically saves your data on disk for 
you. Once you’ve named a new datafile, or opened an existing one, File period¬ 
ically saves any records you have entered. That’s why you’ll hear the disk drive 
whirring from time to time, even though you haven t given any commands to 
write to the disk. When you quit File, or choose the New Datafile... or Open 
Datafile... command from the File menu, File automatically saves all records 
before quitting or presenting you with a dialog box that allows you to create 
or open another datafile. 

When you quit File or choose the New Datafile... or Open Datafile... 
command, the only save options File presents are for changes or additions you 
have made to forms and reports attached to that datafile. File asks if you want 
to save the changed form, report, or both form and report with that datafile. 















Using a 
Datafile 



Now that you know how File is structured, how to make a form for your 
datafile, and how to enter information, let’s continue our File tour by looking at 
how to work with File. In this chapter, we’ll look at: 

• Moving around the datafile so you can see all of your information 

• Searching to find the information you need 

• Sorting records into a specified order 

• Printing records 

• Printing reports 

• Maintaining datafiles (for example, how to add and delete fields, 
records, and groups of records) 

The chapter ends with some hints and strategies for working with File. 

Moving Around the Datafile 

You can scroll through information in your datafile window (or any other 
window) just as you would in any Mac application by using the scroll bars on the 
right and the bottom of the screen. You can use the mouse to drag the scroll box 
in the direction you wish to scroll, or you can click anywhere in the scroll bar on 
either side of the scroll box to scroll the screen approximately one screen width 
at a time. You can also click in the arrows at the ends of the scroll bars. Clicking 
these arrows moves you approximately one row or column at a time in the 
direction of the arrow you’re clicking on. 
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File has several keyboard commands you can use instead of using the 
mouse for moving the insertion point to fields in the next or previous record. 
Keyboard commands are particularly useful when you’re entering or changing 
information, because your hands don’t have to leave the keyboard. 

• Enter 

The Enter key advances you to the first held in the next record. 

• Shift-Enter 

Holding down the Shift key and pressing Enter advances you to the first field in 
the previous record. 

At times you may find it useful to move through the datafile one screenful 
at a time. File has keyboard commands to do this, too. 

• Option-Enter 

Holding down the Option key and pressing the Enter key shows you the next 
screenful of records. 

• Shift-Option-Enter 

Holding down the Shift and Option keys and pressing Enter scrolls the records 
one screenful up. 

Occasionally you may wish to enter or change information in only one held 
of your datable. File has keyboard commands to move the insertion point to the 
same held in the next and previous records. 
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• Command-Enter 

Holding down the Command (3§) key and pressing Enter advances the selection 
to the same held in the next record. 

• Command-Shift-Enter 

Holding down Command and Shift and pressing Enter advances the selection to 
the same held in the previous record. 

Searching for Information 

One of the major advantages of an electronic hling system over a paper 
hling system is the ability of an electronic system to quickly locate the informa¬ 
tion you want. You specify what you want to look for in terms of search criteria; 
the computer and File do the work. 


Using the Find Command 

To have File hnd the records you want displayed, you hrst choose the 
Find... command from the Organize menu. 


fk File Edit Form Organize 



A new window, called the find window, appears. The find window is where you 
specify the search criteria. 

In the find window, click in the field containing the information you want 
File to find. An insertion point appears. Type the information for the records 
you want File to find. 
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The instructions that you type to tell File what to find are called the 
search criteria. 

Then click the Find button to start the search. As File is searching the 
datafile, a status line at the bottom of the screen tells you how the search is 
progressing. 
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Last Name 

First Name 

Street Address 

Citu 

State 

1 

Justice 

Francis 
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Sharon 
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WA 
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Zook 

Dori 

1201 Mukilteo Blvd 

Mukilteo 

WA 

4 

Andrews 

Kaaren 

1212 - 5th St. 

Mukilteo 

WA 

5 

Larkin 

Mike 

6291 - 8th Ave. 

Mukilteo 

WA 

6 

David 

Kate 

2012 - 23rd Ave. 

Mukilteo 

WA 

7 

McDonald 

Heather 

212 Cedar 

Mukilteo 

WA 






| Records found: 

7 

Records processed: 16 

(Cancel 1 1 


Note the Cancel button in the status line. You can click this button while File 
is searching for records to cancel the search. File will display the records it has 
found up to the point you clicked the Cancel button. 

After you click the Find button, File finds all the records with the field or 
fields that match the criteria you specified in the find window and displays these 
records in the datafile window. The total number of records displayed can be 
seen in the box in the lower left corner of the datafile window (for example, if 
the box contains 30/100, File is displaying only 30 out of 100 total records). Since 
only the records you wanted to locate are displayed in the datafile window, you 
can rearrange, print, or generate a report using only the located information. 
The rest of the records are hidden from view; File will not display them again 
until you choose the Show All Records command from the Organize menu. If 
you choose the Find... command again, however, File will search all the records 
in the datafile, not just the ones displayed. 

Search Operators 

In the find window, you have many options for specifying the criteria you 
want File to use when searching for records. For example, if you just type the 
letter A in a text field in the find window and click the Find button, File will find 
all records with text in that field beginning with the letter A (File ignores upper- 
and lowercase when searching for records). You can also use a comma to specify 
more than one criterion in one field. For example, you could type R,L in a text 
field in the find window and File would locate all records with text in that field 
beginning with an R or an L. Note that this single-character search specifier 
only works for text fields. 
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File can also follow more complex search instructions to locate records. You 
can use the following symbols, called operators, to further qualify what you want 
File to find. 


When you type an = at the start of the search criterion, File will match exactly 
what you type. 

• <> or >< 

The <> and >< symbols tell File to find all records in which the selected field 
contains anything but what you type. 

• > 

Preceding your search criterion with > tells File to match anything greater than 
what you type. 

• > = 

When you put a > = ahead of the search criterion, File will match anything 
greater than or equal to what you type. 

• < 

The < symbol tells File to match anything less than what you type. 

• < = 

With the < = symbol preceding a search criterion, File will match anything less 
than or equal to what you type. 


Putting a ... symbol in a search criterion tells File to match anything within the 
range you specify. 

Note that you cannot use commas to specify more than one search criterion 
with any of these operators except =. 

As an example of how you might use a search operator to find all accounts 
with a balance greater than $25, you would click in the Balance field in the find 
window and type > $ 25 . 

























30 


SECTION ONE Creating and Using a Datafile: The Basics of File 


Wildcards 

File has two so-called wildcard search characters: the asterisk ( *) and the 
question mark (?). You can use both of these wildcard characters to find text, 
numbers, and dates. 

• * 

The asterisk tells File to match any number of characters in that position in the 
search criterion. 

• ? 

A question mark tells File to match any one character in that position. 

You could use the asterisk, for example, to find all 1985 accounts by typing 
* 1985 in the field containing the dates. 



You could use the question mark to find all transactions from 12/20/85 
to 12/29/85 by typing 12121185 . 

When you use a wildcard character and a value as the search criterion 
in a date or number field, you must type the value in the same format (Short, 
Medium, or Long for Date fields, and Dollar, Percent, Decimal, General, or 
Scientific Tor Number fields). 

You can use as many wildcard characters as you need, and you can use 
combinations of the two types of wildcard, if necessary. But you cannot use com¬ 
mas to specify more than one search item when you use a wildcard in a find 
field. Also, File cannot find records that have the * or ? wildcard characters as 
values in fields. 

As mentioned earlier in this chapter, File ignores upper- and lowercase 
when searching, so it doesn’t matter whether you use capitalization in your 
search criteria or whether the use of capitalization is consistent throughout 
your records. 

The Clear Button 

File saves information you type in the find window with the datafile 
(even if you quit File) until you delete it or type in new information. Each time 
you open the find window to do a new search, you’ll see the search criteria for 
the last search you did displayed in that field. So you’ll need to click the Clear 
button first to clear any previous search information. 





























CHAPTER 2 Using a Datafile 


31 



Sorting 

You use the Find... command to of "records in 

« Md S ai^becicany, number fields numerically, and 
date fields chronologically. 

Using the Sort Command rh oose the Sort... command 

To have File sort the jecwdsm youi^rtwindow appears. You use the 

riSSorSryomrecocds. 



• j -rhf sort window contains a Clear 
Note the similarity to the find similar to lh e find window. 

field is divided W»P xto s p e cify whether yot' want 1 1 ber in the 

S Xwe«-"™ sUcalWSOrt0,der ' 

Specifying M you want your records displayed, clich m the 

To S P Krf, mi use in sorting your records. 
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Figure 2-1. The Page Setup dialog boxes for the farm 
window (top), the datafile window (center), 
and the report window (bottom) 
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Figure 2-2. A page break in the middle of a field 


1 

Greenbrier 

Andrew 

920 Chippewa Dr. 

Bothell 

WA 

99211 

5 

2 

Hazelton 

Suzanne 

8017 - 52nd S.W. 

Seattle 

WA 

98106 

5 

3 

Justice 

Francis 

6063 Gatehouse 

Mukilteo 

WA 

98277 

5 

4 

Salieri 

Sharon 

717 Campbell 

Mukilteo 

WA 

98277 

5 

5 

Bruce 

Jack 

5102 Pecks Drive 

Seattle 

WA 

98209 

5 


1 

155-1286 

Feb 27, 1985 

Mukilteo 

clerk 

A. Genorlo 


2 

.55-9936 

Mar 3, 1984 

Seattle 

clerk 

V. Genorio 


3 

.55-9316 

Jan 15, 1985 

Mukilteo 

clerk 

S. Salieri 


4 

.55-4922 

Jul 12, 1984 

Mukilteo 

site mgr 

A. Genorlo 


5 

155-9272 

Jul 12, 1984 

Seattle 

clerk 

S. McFadden 




If List Helper is checked, File will print as many complete records as it can 
across the page, then begin the next record on the next page. 

A problem can arise when printing records with non-List Helper forms. 

It is difficult to determine where the page break will occur, and occasionally the 
page break comes in the middle of a field, as shown in Figure 2-2. 

The only way to determine how many fields will fit across a page is to use 
the Print Records... command and actually print the datafile. To get around 
wasting a lot of time repeatedly printing a large datafile just to get the page 
layout correct, you can select all the records in the datafile window except one, 
choose the Hide Records command from the Organize menu, and print the one 
record. Then, if you need to, adjust field widths and print just the one record 
again. Use this trial and error method until your page looks the way it should. 
Then use the Show All Records... command to display your entire datafile and 
the Print Records... command to print it. This is not a perfect solution, but 
it’s the best we’ve found. 

Generating Reports 

You can create reports using various combinations of the records displayed 
in the datafile window by using File’s report functions. You can print these re¬ 
ports on your printer, or you can save the information in the report with the 
Save Report As... command in a text-only format, which allows you to use it 
with Microsoft Word’s Print Merge feature. Before you create a report, you first 
need to determine which of the records in the datafile window you want included 
in the report. You can use all the records, or select only part of them by using 
File’s Find... command or Hide Records command. When you go to the report 
window to create your report, File includes in your report only those records 
currently displayed in the datafile window. 
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To create a report, after selecting the records you want included, choose 
eport... from the Organize menu. You will see a report window like this: 


Sort 

[a—> z 

[a^Tz 

A->Z 

Not Sorted 

Heading 

Last Name 

hrst Name 

street AdcJri 

Held 

Site 

Last Name 

First Name 

Street Rddress 

by First Ne 





by Last Nai 





by Site 





Grand 








: •: ::;:::::: :'::::' j 


ESI 


The Sort, Not Sorted, and Not Shown Areas 


The report window is divided into these three areas: Sort, Not Sorted, and 
Not Shown. 

The fields in the Sort area are the ones that File will put in the first 
(leftmost) column of the report. If you sorted any records in your datafile 
window prior to choosing the Report... command, File will automatically place 
these sorted records in the Sort area of the report window and arrange them in 
the same order that you chose while you were in the datable window. The left¬ 
most field in the Sort area is the first field to be sorted. In the report window, 
you can change the sorting criteria you specified in the datafile window by using 
different fields in various sort orders. The direction of the sort for each field 
(A — >Z or 1 - >9) is displayed at the top of each column in the Sort area. You 
can change the direction of the sort for a field by clicking in this box. 


in— 

([Preuiei 

~ Report ~ -_ 

Ip □ Summary Report 

Sort 

Headinq 

Z->A A 

- Site 

A->Z 

A->Z 

Not Sorted 

Field 

Site 

loo i name 

Last Name 

i"irst Name 

Mrst Name 

Street Addn 
Street Rddress 

by First Nf 





by Last Nai 





by Site 





Grand 




-- 



\o 


The Not Sorted area contains the rest of the fields that will be included 
in the report. Any fields that were not sorted in the datafile window will be 
included in this area. 

The Not Shown area is for fields you do not want included in the report 
When you choose the Report... command, any fields that you had dragged into 
the hide area of the form window are automatically placed in this area. 
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If you haven’t previously chosen the Report... command for a datafile, File 
will place the fields in the datafile into the three areas of the report window as 
iust described. If you create a report for a datafile, go back and make changes 
to the datafile (sorting records or hiding fields differently), and then choose the 
Report... command again, File will display the first report window you created, 
regardless of any changes you may have made to the datafile later. If you want 
to create a new report, you’ll have to choose the New Report command from the 
File menu. If this is a new datafile, and you haven’t quit File after opening the 
report window, the report in your report window will be saved with the datah e 
and the report window will reset to show the changes you have made. It you 
choose the New Report command again, you’ll see the following dialog box 
asking you if you want to save the current report with your datafile. 



File will only save one report with a datafile, but you can save a report 
under its own name using the Save Report As... command from the File menu. 
That way you can have more than one report to use with a datafile. 

Moving Report Fields 

After opening the report window by choosing the Report... command, you 
can drag fields from one area (Sort, Not Sorted, or Not Shown) to another. The 
area you drag a field into or out of has no relation to the sort arrangement or 
visibility of that field in the datafile window or form window. So you can create 
reports using the information displayed in the datafile window in a variety of 
useful ways, without having to rearrange or hide fields in your datafile window 
every time you want to create a different report. To move a field in the report 
window, position the pointer on the field you want to move in the Field row. 



Pointer 
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The P° inter must be in this cross shape to drag fields. To drag, hold down 
the mouse button and move the field in the direction you want to move it. As 

y ° U J art ^ move the field, a vertical line appears on the left or right side 
or the held, depending on which way you are moving it. 


Repor* — -- 

llPreuiewli n Summarn Rpnnrt 

O 

Sort 

Heading 

Not Sorted 
saiesperso 



Date 


Field 

Grand 

Salesperson 


|i 

immam 

ijaies un 5) 1 lerritoru B 

Sales Un SJITerritoru D 






— . i.. - 8 


a 


Dotted line 


The position of the vertical line shows you where File will put the field 
when you release the mouse button. You can rearrange the fields within an area 
or move them into another area. That way, if you decide you want to sort on 
helds other than those you currently have in the Sort area, or if you decide to 
hide other fields, all you need to do is drag the appropriate fields into the appro¬ 
priate areas. Remember: The arrangement of the fields in the report window 
will not affect the arrangement of the fields in the datafile window or the 
form window. 


Formatting Report Fields 


Formattting fields in the report window for aspects such as display, align¬ 
ment, and style is independent of any formatting you do to the fields in the data¬ 
ble window or form window. When you choose the Report... command and the 
report window opens, all fields initially have the formatting changes you made 
in the datafile or form window. 


To change a field’s format in the report window, you can either double- 
click on the field in the Field row, or click on the field once and choose Format 

, vlT F °, rm menu - When y° u take either action, depending on the 
type of field selected, one of the dialog boxes shown in Figure 2-3 on the next 
page appears. 

For all four types, the Border and, except for picture fields, the Underlined 
S n ?i ) f 0nS are dlmmed ' Wh ether or not List Helper is checked has no bearing 
on field-formatting options in the report window, as it does in the datafile and * 
orm windows, since a report doesn’t use the form to display information. Other 

• th . at ’ k )rmattin g fields in the report window is the same as formatting fields 
m the datafile or form windows. & 
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Figure 2-3. The four Format Field dialog boxes for 
the report window 


Format Date Field 


Display- 

rfllign- 

O Short 

® Left 

(5) Medium 

O Center 

O Long 

O Right 



f Cancel) 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 


Format Number Field 


Display- 

<•) General 
o Dollar 
O Percent 
O Decimal 
O Scientific 


Rlign- 

OLeft 
O Center 
® Right 


Pecimals: |EB] 



[Cancel ) 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

£3 Commas 



Format Tent Field 

If OK Jl 



[Cancel) 


-Rlign- 


-Style- 



® Left 


□ Border 



O Center 


□ Underline 



O Right 


□ Bold 





□ Italic 



Summary Fields and Their Functions 

Summary fields are the blank fields under the field name and heading in 
the report window. Listed in the leftmost column of the report window are the 
descriptions of the Summary fields you can use. In a report with no sorted fields, 
the only summary option you have is Grand. 



In the Grand row, you can use the options that File offers for providing 
summary information about each field for all of the records in your report. To 
assign summary information to a field, move the mouse pointer to the blank field 
in the Grand row below the field for which you want summary information 
displayed. The pointer reverses direction. 
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^s Report — — 

[iPreuieuil □ Summary Report 

o 

Sort 

Not Sorted n 

Heading 

salesperson J bate 1 Sales (frTTT" 

T erritoru il 

Field 


Salesperson IDate j sales lin SI 

Territoru H 

Grand 

* I I- 

— im - 



4 t-. ^ . n 

[±LmL * --•" !!! -■ ■- - iTi' ;!! ' ! -^ -~ft;■;,«MMNHqcn 


Then, either double-click on the blank held, or select the blank held and 
choose the Format Summary Field... command from the Form menu. When you 
do one of the dialog boxes shown in Figure 2-4 will appear, depending on the 

information type of the held. 8 

Although the same dialog box appears for each type of held (text, number, 
date, or picture), only number helds allow you to use any or all of the options 
For text date, and number helds, the only option you have is Count. The follow¬ 
ing is a list of what the summary functions do: 

• Total 


The Total function totals the numbers in the selected held and displays the 
result with the label Total. 7 


Figure 2-4. The four Format Summary Field dialog boxes for 
the report window 


Format Summary Field 

Grand Summary of "Hire 
Date" 

Function- 

□ Total 

□ Count 

□ Doeraye 

□ Minimum 

□ Mam mum 

□ Sid, D<«», 


[Cancel 


Format Summary Field 
Grand Summary of 
"Management Skill Leuel" 

[Cancel 


-Function- 

□ Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Maximum 

□ Std. Deu. 


Format Summary Field 
Grand Summary of 
"Employee Photo" 

It 0K )1 

[Cancel] 


-Function- 

□ Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Maui mum 

□ Sid, nei». 


Format Summary Field 
Grand Summary of "Site" 

m 

[Cancel 


[Function- 

□ Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Maximum 

□ Sid, IhiiK 
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• Count 

The Count function counts up the number of records that contain information 
in the selected field and displays the total number of records with the label 
Count. This is the only summary option for text, date, and picture helds. 

• Average 

The Average function takes the average of the numbers in the selected field and 
displays the result with the label Average. 

• Minimum 

The Minimum function displays the smallest number contained in the selected 
field, with the label Minimum. 

• Maximum 

The Maximum function displays the largest number contained in the selected 
field, with the label Maximum. 

• Std. Dev. 

The Std Dev. function computes the standard deviation for numbers in the 
selected field and displays the result with the label Standard Deviation Standard 
deviation is the average variation from the average value of a group of numbers. 

When you click an X in the box in front of the summary function that you 
want for that field, then click the OK button, File displays the chosen summary 

option for that field in the report window. 

In a number field, you can choose any or all of the options you want by 
clicking an X in the box in front of the desired option in the Function list box. 
If you choose several options and click the OK button, you’ll only be able to see 
a few of them displayed in the summary field you are formatting in the report 
window. To see them all you can temporarily widen the field. 

As an example, a report generated with no sorted fields and all summary 
options chosen for all fields would look like the report shown in Figure 2-5. 

When you move a field into the Sort area, you have another summary op¬ 
tion. File creates a summary row for each field in the Sort area, and gives t e 
row the same name as the sorted field, preceded by the word “by . 
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Figure 2-5. A report with no sortedfields , showing all of the 
summary options 


Salesperson 

Doto 

Sales (in $) Territoru 

Andersen 

Nov 5, 1985 

$5,130.00 South 

Parker 

Nov 5, 1985 

$2,944.00 South 

Jackson 

Nov 5, 1985 

$1,930.00 North 

Lowry 

Nov 5, 1985 

$3,254.00 North 

Parker 

Nov 6, 1985 

$6,100.00 South 

Lowry 

Nov 6, 1985 

$4,420.00 North 

Jackson 

Nov 6, 1985 

$6,290.00 North 

Andersen 

Nov 6, 1985 

$4,100.00 South 

Parker 

Nov 7, 1985 

$3,342.00 South 

Lowry 

Nov 7, 1985 

$2,060.00 North 

Andersen 

Nov 7, 1985 

$2,765.00 South 

Jackson 

Nov 7, 1985 

$3,150.00 North 

Total: 


$45,485.00 

Count. 12 

12 

12 12 

Average 


$3,790.42 

Minimum: 


$1,930.00 

Maximum: 


$6,290.00 

Standard Deviation: 

$1,445.72 



This allows more summary options in your report. For example, Figure 2-6 
shows a printed sample report that has only one sorted text field and uses no 
summary options. 


Figure 2-6. A sample report with one sorted field and no 
summary options 


Salesperson 


Andersen 


Jackson 


Dote Sales (In I) Territory 


Lowry 


Parker 


Nov 5, 1985 
Nov 7, 1985 
Nov 6, 1985 
Nov 5, 1985 
Nov 6, 1985 
Nov 7 , 1985 
Nov 7 , 1985 
Nov 6, 1985 
Nov 5, 1985 
Nov 5, 1985 
Nov 6, 1985 
Nov 7 , 1985 


$5,130.00 

$2,765.00 

$4,100.00 

$1,930.00 

$6,290.00 

$3,150.00 

$2,060.00 

$4,420.00 

$3,254.00 

$2,944.00 

$6,100.00 

$3,342.00 


South 

South 

South 

North 

North 

North 

North 

North 

North 

South 

South 

South 
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Figure 2-7. A sample report with one sorted field and the 
Count function applied to the summary row 


Salesperson 

Dote 

Sales (in $) 

Territory 

Andersen 

Nov 5, 1985 

$5,130.00 

South 

Nov 7, 1985 

$2,765.00 

South 


Nov 6, 1985 

$4,100.00 

South 

Count for Andersen: 3 



Jackson 

Nov 5, 1985 

$1,930.00 

North 

Nov 6, 1985 

$6,290.00 

North 


Nov 7 , 1985 

$3,150.00 

North 

Count for Jackson: 



Lowry 

Nov 7, 1985 

$2,060.00 

North 

Nov 6, 1985 

$4,420.00 

North 


Nov 5, 1985 

$3,254.00 

North 

Count for Lowry: 3 



Parker 

Nov 5, 1985 

$2,944.00 

South 

Nov 6, 1985 

$6,100.00 

South 


Nov 7, 1985 

$3,342.00 

South 


Count for Porker: 



Notice that the sorted text held combines all records containing the same 
text in the sorted held and prints them as a group, with the text contained in the 
held printed only once to identify the group. Figure 2-7 shows the same report 
with the Count summary option selected in the By Salesperson row. 

Figure 2-8 shows how the same report would look if the Count function 
were applied to the Grand row instead of the By Salesperson row. 

As you can see, any summary formatting applied to a sorted row will act 
only on the records contained in that sort group. Summary information applied 
to the Grand row, however, acts on all the records in the report. You can com¬ 
bine row and Grand summaries to get information on sorted groups of infor¬ 
mation as well as information about the entire report. . 

To remove summary formatting information from a held, simply select the 
formatted summary held in the appropriate row and press the Backspace key. 
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Figure 2-8. A sample report with one sortedfield and the 
Count function applied to the Grand row 


Salesperson 

Date 

Sales (in $) 

Terrltoru 

Andersen 

Nov 5, 1985 

$5,130.00 

South 


Nov 7 , 1985 

$2,765.00 

South 


Nov 6, 1985 

$4,100.00 

South 

Jackson 

Nov 5, 1985 

$1,930.00 

North 


Nov 6, 1985 

$6,290.00 

North 

Lowry 

Nov 1 , 1985 

$3,150.00 

North 

Nov 1 , 1985 

$2,060.00 

North 


Nov 6, 1985 

$4,420.00 

North 

Porker 

Nov 5, 1985 

$3,254.00 

North 

Nov 5, 1985 

$2,944.00 

South 


Nov 6, 1985 

$6,100.00 

South 


Nov 7, 1985 

$3,342.00 

South 


Count )2 



Previewing 

Previewing your report on the screen before printing it lets you see exactly 
how it will look when printed. If you preview the report first, you can make 
changes to it without wasting printing time and paper. This way, you only need 
to print the report on paper when you know you have exactly what you want. 

To preview a report, simply click the Preview button in the report window 
and the report will be “printed” on the screen. To stop the report from scrolling 
up the screen when you want to look at a particular section, click the Pause 
button. The Pause button changes to Resume when you click it. Click the 
Resume button to see the rest of your report displayed on the screen. Click the 
Done button to return to the report window, then make any necessary changes 
before printing on paper. ° 

Printing Reports 

As mentioned earlier in this chapter in the printing discussion, you can 
print a report with File’s default margins, using standard-size paper and no 
header or footer by choosing Print Report... from the File menu. If you wish 
to change margins or add a header or footer to the printed report, use the Page 
setup .. command from the File menu the same way you do when you print 
records. When you save the report, File saves the Page Setup information with 
it so you only need to specify this once, not each time you print the report. 
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Saving a Report 

File saves one report with each datafile. When you finish creating a report, 
it’s a good idea to choose the Save Report command from the File menu to save 
the report with the datafile. If you haven’t created a report for a datafile before, 
File will save the report with the datafile automatically; but once you have a 
report exactly the way you want it, it’s a good idea to choose Save Report anyway. 
That way, if you make any changes to the report that you don t want to keep, 
you’ll know that File has already saved a copy of the report. When you quit File, 
if you have already saved a report with the datafile, File will display the following 
dialog box if you’ve made any changes: 



If you’ve chosen the Save Report command earlier when the report was 
exactly what you wanted, you can just click the No button and know that you 

have a copy that looks the way you want. 

If you want more than one report for your datafile, you can save a report 
separate from the datafile by choosing the Save Report As... option from the 
File menu and saving the report under its own name. Then when you want to 
print the displayed records in that datafile using that report, open the report 
window and choose Open Report... from the File menu, double-click on the 
name of the report in the list box, and print the report. 

Resetting the Report Window 

There may be times when you’ll want to reset the report window. For 
instance, let’s say you are working with a datafile, and you want to design a new 
report So you open the report window, but you see a previous report form. Just 
choose New Report from the File menu. If you’ve already saved the report and 
haven’t made any changes to it, the Report window will be reset, placing fields 
from your most recent sort in the Sort area, fields from the hide area of the form 
window in the Not Shown area of the report window, and all other fields in the 
Not Sorted area. If you have made changes or haven’t saved the report with your 
datafile, File will display this dialog box asking if you want to save the report 
with the current datafile. 



Click No if you don’t want to save it. 



























CHAPTER 2 Using a Datafile 


49 


Maintaining Your Datafiles 

File is a flexible program that allows you to change your datafiles if your 
needs change. If you find that you need a new field, you can go into the form 
window and add that field at any time. Then you can switch to the datafile win- 
dow and nil in the information you need. 

Its a good idea to go through your datafiles periodically and delete infor¬ 
mation you’re no longer using. If, for example, you have a field you thought you’d 
need when you set up the datafile but find you’re no longer using, you may want 
to delete that field. That way, information you see on your screen will be only 
what you need and use, and you’ll free up storage space on your disk. 

Deleting a Field 

u C Tj delete an entire field from a datafile, first open the form window. Select 
the field you wish to delete and press the Backspace key. Before deleting the 
neld, rile asks you to confirm your decision. 


Hi] 

Selected fields mill be permanently 
deleted from the datafile 

t— 0K .1 



[Cancel ] 


This extra confirmation step may seem inconvenient, but it could save you from 
deleting something you didn’t intend to delete. 

At times you may wish to clear the current information from a field in one 
of your records. This is an easy task. Simply select the information in the field by 
dragging the mouse pointer across it, and then choose Clear from the Edit menu 
or press the Backspace key. 

Deleting a Record 

File also allows you to delete an entire record. To delete a record, click on 
t e record number at the beginning of the record you want to delete to select the 
entire record; then choose Clear from the Edit menu or press the Backspace key. 
When you delete a record, File asks for confirmation. 


FF!7| Selected records mill be permanently 
1 i deleted from the datafile 


(Cancel 1 


Click OK and the record is deleted, the other records move up to fill the space 
and their numbers change to reflect their new positions. Also, the number in the 

,. OX ! n tb< T io ^ r left corner is educed to show the current number of records in 
t e datafile. There may be times when you would like to skip the confirmation. 
File has a way to delete without confirmation. Select what you want to delete 
hold down the Option and Command keys, then press the Backspace key 
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You can delete more than one contiguous record at once. Simply drag 
across the record numbers of those records you want to delete to select them. 

Then press the Backspace key or choose Clear from the Edit menu. 

Hints for Working with File 

The following are some hints for working with File that you may want to 
keep in mind: 

• Choose the correct information type. 

It’s important when you set up your form to make correct decisions about the 
information types of the fields: Text, Number, Date, or Picture. Once you ve 
entered data in the datafile window or quit File, you cannot go back and change 
the information type of a field. If you discover you’ve made an error, all is not 
lost There is a way around this limitation. Delete the field that contains the 
wrong information type. (Any data in this field will, of course, be lost when you 
delete the field, so you may want to print out the records first.) Then add a new 
field in the form window and give it the correct information type. Then re-enter 
the information. 

• Format computed fields when you create the number field. 

Any number fields that will have formulas to do computations should be for¬ 
matted as computed fields as soon as you add them to your form. After you enter 
data or quit File, you cannot change a regular number field to a computed num¬ 
ber field. But if the field is a computed number field, you can go back at any time 
and change a formula, or experiment and try new formulas. 

• Know when to format fields. 

You can skip formatting fields altogether and accept File’s default formats, or you 
can format each field individually immediately after choosing its information 
tvpe If you plan to format each field immediately after choosing its type, press¬ 
ing Command-D after you type the field name and before pressing Return will 
give you a dialog box so you can choose the information type and format the 
field in one step. 
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1 suggest that the first few times you work with File, you don’t format anv 
fields except computed fields until after you enter some data. When you begin 
entering data you’ll see File’s default displays. Then you can format only the 
ones you don’t like and you won’t have to do any extra work changing ones that 
are hne the way they are. Later, as you learn what File’s defaults are and become 
more certain about your own preferences, you may find it quicker to format 
helds as you create them-right after choosing the information type. 

• Sort before opening a new report. 

When you’re creating a report, you can use either the Sort... command to sort 
the records in the datafile and then open the report window, or you can drag the 
fields you want sorted into the Sort area after opening it. Using the Sort... com¬ 
mand before opening the report window to specify the fields you want sorted 
and their sort orders in the sort window is easier than dragging each field you 
want sorted into the Sort area of the report window. 

• Use indexed fields if you search and sort often. 

If you re likely to search frequently on the same field, you can make that field 
an indexed field. Indexed fields take more disk space, but do speed up searches 
considerably. To index a field, click the Index box in the Format Field dialog box. 

• Don’t be afraid to use several disks. 


s you re setting up datafiles (for, let’s say, payroll, personnel, inventory, and 
other uses), it’s a good idea to use a new disk for each project. That way, if you 

label the disks clearly, your organization will be clear and you’ll be less likely to 
run out of disk space. 7 

Make one disk your “skeleton” disk-that is, a disk that contains empty 
copies of all your datafiles and forms. As soon as you create a new datafile and 
form, its a good idea to choose the Save Form As... command from the File 
menu in the form window and give the form its own name. Then click anywhere 
in the datafile window and click the Close box in the datafile window to save 
oth the form and the datafile under their own names onto a disk you reserve 
for archival purposes. That way, if anything happens to your form (if you acci¬ 
dentally choose List Helper for a non-List Helper form that you spent hours 
creating), you won’t have to go through all the steps involved in creating the 
orm from scratch again, and, if your working datafile fills the disk it’s on, you 
can copy the skeleton of the datafile onto another blank disk. 

Construct all of your datafiles on blank disks rather than on your working 
copy of the File Master disk. This will preserve the File disk and, again, you’ll be 
ess likely to run out of disk space. When typing in the name for a new datafile, 
be sure to click the Drive button if necessary so the name of your data disk 
appears in the box. That way File will create the file on your data disk. 
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Don’t be reluctant to use many disks and to back up your datafiles on 
separate disks. Compared to the time and effort involved in constructing 

datafiles, disks are cheap. , , , , 

Now that you know the basics—how File is structured and the elements 

involved in constructing datafiles, you’re ready to use File. The next chapters give 
step-by-step instructions for creating datafiles for businesses. Chapters 3 and 4 
show how to construct personnel and payroll datafiles in the quickest and easiest 
way—using File’s List Helper. The following chapters detail more advanced uses 
for File. You might want to start by working through Chapter 3; that will give 
you a good understanding of how to work with File. After that you can pick and 
choose from the remaining chapters; there is no prescribed order. Start with any 
application that looks interesting and useful, tailor it to your specific needs, an 
then continue on. You’ll be amazed at how many of the routine, repetitive filing 
and data-management tasks File will do for you. When you finish setting up 
personnel, payroll, inventory, and sales, and start using File regularly, you 
wonder how you ever did business before you had File and your Mac. 















Genorio’s is a small Seattle delicatessen with two locations. It began three years ago 
as a “mom-and-pop” deli, managed and staffed entirely by Victor and Angela Genorio. 

But the business has grown, and now the Genorios have two locations with a total of 20 
employees, and they’re open evenings and Saturdays. 

The Genorios have reached a point where they need a database system to help them 
keep track of their personnel and payroll. They need to be able to make employee lists for 
each site and each shift; they need lists of people able to work weekends and evenings; they 
need a list of employees and emergency contact numbers they can post by the telephone; 
and, especially important, they need to be able to keep all of this information current. 
Genorio’s attracts young employees who change addresses and phone numbers frequently. 
This is not a problem except that, to keep their records straight, Genorio’s needs a system 
that’s easy to update. 

The Genorios chose File and the Mac to record and store their personnel infor¬ 
mation. With this information on File, they’ll be able to find employee information quickly. 
They’ll be able to arrange this information in any number of categories in a fraction of the 
time it would take to do manually. They’ll be able to update it easily and have consistent 
records—the same information for each employee. If one of their managers comes in ask¬ 
ing for a list of all employees on the morning shift at his site, they’ll be able to print a list 
for him in minutes. If the second manager comes in with a weekend scheduling problem, 
they’ll be able to find all employees whose schedule preference is weekends, and print a 
list for her while she waits. 

In this section , you’ll learn how to put your personnel and payroll records on File 
and the Macintosh. Chapter 3, Basic Personnel Records for Genorio’s, gives step-by-step 
instructions for creating a personnel datafile for a small business, Genorio s Deli, and 
then shows how to organize information in this datafile. 

Chapter 4, Using File for Payroll, shows how to add payroll information to the 
personnel datafile, how to produce monthly payroll reports, and how to keep a master 
payroll ledger. Genorio’s is interested in saving time, and plans to use File monthly to 
compute gross pay, FICA (Federal Insurance Contributions Act or Social Security deduc¬ 
tions), the total FICA contribution (the employer’s and the employee’s), and net pay. They’ll 
print a monthly payroll report totaling all employees’ gross pay, deductions, and net pay, 
add this information to a master payroll file, and print a cumulative payroll report. 

These reports will have all the information needed to complete the required quarterly Form 
941 to report withholding and FICA and to complete end-of-year employee withholding 
information on Form W2. 






















Personnel 



Before the Genorios can sit down at the computer and start typing in their 
data, they need to determine what categories of employee information they want 
to keep track of. They will then record this information in appropriate fields and 
arrange the fields in an efficient, logical order. (As mentioned in Chapter 1, fields 
are simply categories of information.) 

The Genorios came up with this list of fields, which covers all of the cate¬ 
gories of information they need: 

• Last Name 

• First Name 

Last Name and First Name are separate fields so last names can be sorted 
alphabetically. 

• Street Address 

• City, State 

• Zip 

Zip is a separate field so records can be sorted numerically by zip code. 

• Phone 

• Hire Date 

• Site 

The Site field records whether the employee works at the Seattle store or the 
Mukilteo store. 

• Job Title 

• Supervisor 
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• Management Skill Level 

The Genorios use this field to rank the management experience of their 
employees. It’s a number field. Rankings range from 0 to 3. A 0 indicates no 
experience; a 3 indicates an experienced manager. 

• Birthdate 

Mrs. Genorio still thinks of the Deli as a small, friendly mom-and-pop operation, 
and she likes to send each employee a birthday card, so she wants this date in¬ 
cluded in the record. 

• Emergency Contact 

• Emergency Phone 

• Shift Preference 

Genorio’s has two shifts: 7 a.m. to 3 p.m. and 3 p.m. to 11 p.m. They can use this 
field to record each employee’s preference. 

• Weekends 

The Weekend field is used to record whether an employee is willing to work on 
Saturdays. A Yes indicates a willingness to work Saturdays; a No indicates a 
preference for weekdays only. 

• Status 

This field is used to indicate whether the employee’s status is part-time (PT) or 
full-time (FT). 

• Comments 

Comments is a text held that can be used for comments about an employee’s 
schedule or status. Comments like “No more than 30 hours a week” or “Desires 
full-time position” or “Will work weekends, if absolutely necessary” belong here. 

You may want to make a list similar to this for your own business. You 
want to add pertinent fields not listed here and omit those fields you don’t need. 
Don’t worry if you don’t think of everything you might ever want to record. One 
of File’s handy features is its ability to accept additional fields at any time. If, for 
instance, you later decide that you need a Social Security number held, it’s easy 
to add one. 

Starting File 

When you have determined what kinds of information you want to keep 
and what helds you want in your records, you’re ready to start File. 

□ Double-click on the Microsoft File icon. 

After a short while, File is loaded and ready, and you’ll see a dialog box asking 
you to select an existing datable or type in a name of a new one. 
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Name for New Datafile: 



or Select a Datafile: 


Good Restaurants 


File Master 

Three Months Sales Quotas 






f Open ] 

[ Eject 1 







[ Cancel ] 

l Prtue 1 


<> 



Depending on whether you want to create a new datable or are working 
on an existing one, you will either type in a name for a new datable and click the 

New button or select an existing datable from the list in the dialog box and click 
the Open button. 

Because this is a new datable, you need to name it. As usual, it’s best to give 
it a descriptive name so you’ll immediately know what’s in that ble when you see 
the datable icon. 

□ In the Name for New Datafile typing field, type a descriptive word 
or phrase, such as Genorio’s Personnel (or the name of your business 
followed by Personnel), to name this datafile. 

Notice that the New button, which was dimmed when the dialog box first 
appeared, became active (changed from gray to black) as soon as you started 
to type the name of the datafile. 

You’ll be saving your datafile on a data disk, so make sure you have a blank 
disk in the external drive. 

□ If you don’t have a blank data disk in the external disk drive, insert 
one now. 

If the disk hasnt been initialized yet, you’ll see this dialog box: 



Tor 

This disk is unreadable: 



Do you want to initialize it? 

l E J ect ] [initialize] 


□ Click the Initialize button to initialize the data disk. 

After a while, another dialog box is displayed, asking you to name the disk. 

□ Type something descriptive like Personnel Data as the name of the 
disk, then click the OK button or press the Return key. 
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Name for New Datafile: 




|Genorio's Personnel 

1 

f New ) 


or Select a Datafile: 


Personn 

tel Data 



<> 




f Open ) 

[ Eject J 









[ Cancel ] 

f Driue ) 






Notice that the name displayed below the New button, which tells you 
the disk that File will use to store your datable, has changed from File Master 
to Personnel Data. Because Personnel Data is the disk you want to use, tell File 
that Genorio’s Personnel is a new datable you want to save on the Personnel 



Data disk by using the New button. 

o Click the New button. 

Your screen will look like this: 


Creating the Form 

The brst step in setting up a new datable is to design the form in which 
you want your data displayed. When you open a new datable, File automatically 
displays a default form called a List Helper form. As an example, we’ll use a List 
Helper form as the form for Genorio’s personnel records. The form for Genorios 
personnel records is too wide to be viewed on the screen at one time, but if you 
scrolled horizontally it would look like the screens shown in Figure 3-1. 




























































Figure 3-1. The form for the Genorios’ Personnel datafile 
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To create this form, enter one at a time the field names from the list you 
developed before starting File. To enter the fields from the Genorios’ list (or to 
enter the fields from your own list): 

□ Type Last Name as the name of the first field and press Return. 

After you enter a field name and press the Return key, a dialog box ap¬ 
pears, asking for the type of information that will be stored in that field. (Your 
choices are Text, Number, Date, or Picture.) 


Notice the dot in the button in front of Text. The dot indicates that Text is 
File’s default information type, the type File automatically uses unless you spec¬ 
ify another type by clicking one of the other buttons. 

□ Press the Return key to accept File’s default option. 

You could click the OK button instead of pressing Return, but since your hands 
are still at the keys from having typed the field name, it’s faster to use the keys to 
accept the default. 

Last Name is now a text field and the blinking insertion point has moved 
to the next field in your form. Because the next field will also be a text field, you 
can again accept File’s default option and choose the Text information type. 

□ Type First Name and press Return twice, once to enter the field 
name and display the information type options, and a second time 
to accept the default option and move the insertion point to the 
next field. 

As you may recall from Chapter 1, File has a shortcut for choosing the 
Text information type. After typing the field name, simply press Return twice 
and Text will be chosen as the information type. That way, you skip the Infor¬ 
mation Type dialog box and clicking the OK button. If the field is a date, num¬ 
ber, or picture field rather than a text field, you will have to type the field name, 
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press Return once, choose the correct information type from the dialog box, 
click the OK button or press Return, and continue to the next field. 

□ Type Street Address and press Return twice. 

* File Edit Form Organize 



The third field (Street Address) is also a text field, even though it may 
contain some numbers. A field that will contain letters or spaces must be created 
as a text field, because a number field can’t contain letters or spaces. For in¬ 
stance, the address 920 Chippewa Drive is a text field because it contains letters 
and spaces, as well as numbers. 

□ Continue entering the field names and their corresponding 
information types from the following list (or your own list). 


Field Name 

Information Type 

City, State 

Text 

Zip 

Text 

Phone 

Text 

Hire Date 

Date 

Site 

Text 

Job Title 

Text 

Supervisor 

Text 

Management Skill Level 

Number 

Birthdate 

Date 

Emergency Contact 

Text 

Emergency Phone 

Text 

Shift Preference 

Text 

Weekends 

Text 

Status 

Text 

Comments 

Text 
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Entering Data 

What you’ve just done is construct a simple form. You’ve used a List Helper 
form and accepted most of File’s other defaults. Now you 11 make the datafile 
window active and enter some data so you can get a clearer picture of the List 
Helper form. You’ll enter information for two employees (either two of your own 
or two from the Genorios’ sample). Having some data displayed will make it 
easier to see which fields need formatting changes—which need to be made 
wider so we can see more of our information on the screen, and which need 
other format changes. 

□ To move from the form window to the datafile window, either click 
the close box in the form window or simply click anywhere in the 
datafile window. 



When the datafile window is active, the form window disappears 


□ To begin entering data, click to get an insertion point in the Last 
Name field to the right of the word New (if the insertion point isn’t 
already there). 

You’re starting a new record. Now you’re ready to enter information for two 
of your own employees or to enter the sample information for the first two 
Genorio employees. 

□ Type Greenbrier (or the last name of one of your own employees) 
and press Return. 

This moves you to the next field, First Name. If you need to return to a previous 
field, you can either move the mouse pointer to the field you want to move to 
and click, or you can hold down the Shift key and press Return, and you 11 move 
backward to the previous field. You can go backward to the previous field or 
forward to the next field any time to correct or change information. 























CHAPTER 3 Personnel 


65 


A record is assigned a number as soon as you start typing it. The record 
numbers indicate the order you entered the records. File will display the records 
in this order whenever you open the datafile. A little later in this chapter, you’ll 
learn how to change this order by using commands from the Organize menu. 

□ Continue entering information to complete one employee record. 

When you complete the last field for the first record, press Return. 

Pressing Return takes you to the first field of the next record. 

□ Enter the information for the second employee record, as shown in 
Figure 3-2 on the next page. 

Recall from Chapter 1 that if the information in one field of your datafile is 
the same for several successive records, you can type the information once, then 
use the Command key and the apostrophe (') key to repeat the information from 
the previous record if the insertion point is in the same field of the next record. 

Customizing the Screen 

Now you have employee records for two employees in the format shown in 
Figure 3-2. After you enter information in a default format like this, you need to 
look at it and evaluate it for its appearance and aesthetic appeal. Then you can 
make changes to its appearance by formatting it differently. 

Formatting is a matter of individual preference. There are no hard and 
fast rules. I like to see all the information in each field on the screen; I don’t like 
to have to scroll within a field to see what’s there. So I always make my fields 
large enough to display all the text in them at once. My analysis of the Genorios’ 
Personnel form is that some of the fields need to be wider and some narrower, 
so the field sizes are a better match for the amount of information stored in the 
field. Then the text in several field names (which are displayed as the column 
headings) should be shortened so we don’t have a wide field name for a field that 
contains a small amount of information. Then, for cosmetic reasons, I’d center 
text in one of the fields. Here’s a list of the specific changes I’d make: 

• Lengthen the Street Address field 

• Shorten the Zip field 

• Change the Management Skill Level title to Mgmt Skill 

• Center the Mgmt Skill number 

• Lengthen the Emergency Contact field 

• Lengthen the Emergency Phone field 

• Change Shift Preference title to Shift Pref 

• Shorten the Shift Pref field 

• Shorten the Weekends field 

• Shorten the Status field 

• Lengthen the Comments field 

If all these changes were made, the data for two employees would look 
something like the records shown in Figure 3-3. 








Figure 3-2. Fields in two employee records before formatting 
changes 
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Figure 3-3. Fields in two employee records after formatting 
changes 
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o 


1 


Clerk 

A. Genorio 

1 

Feb 28, 1959 

Patsi 



2 


Clerk 

A. Genorio 

1 

Nov 4, 1956 

Davie 



New 



















e 

Emerqency Contact 

Emerqencq Phone 

Shift Pref 

Weekends 

S 

o 

1 

9 

Patsy Greenbrier 

555-6822 

7am - 3pm 

Yes 



2 


David Zook 

555-1733 

7am - 3pm 

No 



New 
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To make these changes to customize Genorio’s Personnel datafile, you need 
to know how to: 

• Change the field size 

• Change the heading text 

• Change the field alignment or format 

Let’s take a look at how to perform these changes one at a time, starting with 
changing field sizes. 


Changing a Field’s Size 

When the List Helper command on the Form menu is checked, File allows 
you to make changes either in the form window or in the datafile window. I pre¬ 
fer making changes in the datafile window, the window that’s active now, because 
that way I don’t have to flip back and forth from the form window to the datafile 
window. Any changes that I make to the field size, alignment, or format in the 
datable window with the List Helper command checked will automatically be 
made to the form. 

To change the Street Address beld’s size: 

□ Move the mouse pointer to the right edge of the box containing the 
Street Address field heading. 


The pointer changes shape and now looks like this: 


6 File Edit Form Organize 



Pointer 



□ Hold down the mouse button and drag the right edge of the Street 
Address box to the right about 1 inch. Release the mouse button 
when the box is the size you want (long enough to accommodate 
most addresses). 


=r~i^^= Genorio's Personnel 



Last Name 

First Name 

Street Address « 

► Citu. Sta 

O 

1 

Greenbrier 

Andrew 

920 Chippewa Dr. 

Bothell, WA 

2 

Zook 

Dori 

1201 Mukilteo Blvd. 

Mukilteo, W< 


New 





—^ 
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If you want the Street Address field a different size, simply move the mouse 
pointer to the right edge of the box and drag it to the right or left until it’s 
exactly the size you want. (Notice that the heading text automatically centers 
itself to adjust to the new size of the box.) 

□ Follow this same procedure to customize your own form. 

To make your form look like the sample form: Shorten the Zip field, lengthen 
the Emergency Contact and Emergency Phone fields, shorten the Shift Prefer¬ 
ence, Weekends, and Status fields, and lengthen the Comments field so these 
fields accommodate the amounts of text you want to make visible. 

Changing Heading Text 

Now lets modify some of the column headings (the field names you typed 
earlier in the form window) so that they more closely match the lengths of the 
entries under them. 

To change the heading text: 

□ Move the mouse pointer to the heading you wish to change. 

In our sample, we’re changing Management Skill Level to Mgmt Skill. So, scroll 
left by using the horizontal scroll bar until Management Skill Level is visible. 

□ Use the mouse to select the characters anagement by positioning the 
I-beam to the right of the t, holding down the mouse button, and 
dragging to the left across the letters anagement. 


^ File Edit Form Organize 


linSS 


== Genorio's Personnel mr". 


SSI 

s 


_ 


IbnaaementPH 

Birthdate 

Emei 

5 

1 


Clerk 

A. Genorio 

1 

Feb 28, 1959 

Patsi 


2 


Clerk 

A. Genorio 

1 

Nov 4, 1956 

Davie 


New 










IjliiiBiiiMPi 


HP 






12/2KP IHHli 

1 1 

i'irv 1 opl 


□ Type gmt as the replacement characters. 
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Job Title 

Supervisor 

Mqmtl Skill 

Birthdate 

Emei 

O 

1 


Clerk 

A. Genorio 

1 

Feb 28, 1959 

Patsi 


2 


Clerk 

A. Genorio 

1 

Nov 4, 1956 

Davie 


New 
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As soon as you start typing, the selected text disappears and is replaced by 
what you type. 

□ Scroll the text in the box until the word Level is visible by position¬ 
ing the I-beam anywhere in the heading, holding down the mouse 
button, and dragging to the right. 

□ Select the word Level by dragging to the right across the entire word 
or by double-clicking on the word itself. 


6 File Edit Form Organize 


=[~1 - --- Genorio's Personnel ■— 



Job Title 

Supervisor 

11 Birthdate Emeit> 

1 


Clerk 

A. Genorio 

1 Feb 28, 1959 Patsi 

2 


Clerk 

A. Genorio 

1 Nov 4, 1956 Davi( 

New 











□ Press the Backspace key to delete it. 

□ Now click anywhere in the window to move the insertion point and 
center your heading. 
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in= Genorio’s Personnel - 



Job Title 

Supervisor 

Mqmt Skill 

Birthdate 

Emei 


1 


Clerk 

A. Genorio 

1 

Feb 28, 1959 

Patsi 


2 


Clerk 

A. Genorio 

1 

Nov 4, 1956 

Davi( 

New 












□ Follow these steps to edit the headings in your own form. 

To make your form look like the sample, follow the above steps to change the 
Shift Preference heading to Shift Pref. 

Changing the Alignment of Field Entries 

As a final formatting touch, we’ll change the alignment of some of the 
fields from File’s default (left aligned for text and date fields, right aligned for 
numbers) to centered. 
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To change the alignment of text or numbers in fields: 

□ Move the mouse pointer to the first field under the Mgmt Skill 
heading and click an insertion point with the mouse button to make 
that field active. 

□ Pull down the Form menu and choose Format Number Field.... 



- Display- 


Align- 


[-Style- 

<§) General 


OLeft 


□ Dorder 

O Dollar 


O Center 


□ Underline 

O Percent 


® Right 


□ Bold 

O Decimal 


□ Italic 

O Scientific 

Decimals:[i | 

^ Commas 


Notice that the field name is still Management Skill Level, just as you first 
entered it in the form window. This is because File allows you to change field 
headings in the datafile window and still leave the field name untouched in the 
form window. 

□ Click the Center button in the Align list box. Click the OK button 
to carry out the command. 

Now the management skill levels in all your records will be centered. You 
can follow this procedure to change the alignment of any fields in your own 
forms, although the Format command from the Form menu may be different, 
depending on the information type you specified for the field (for example, if 
you selected a text field, the Format command would be Format Text Field...). 
To make your form look like the sample form, for instance, follow these steps 
to center the Weekends and Status text fields: 

□ Click in the first field under the Weekends heading, choose Format 
Text Field... from the Form menu, click Center in the Align list 
box, then click OK. Repeat these steps for the Status field. 

Organizing Your Data: Finding and Sorting 

You’ve created a form to display your employee data, entered this data, and 
customized the datafile window. Now, at last, you can put File to work finding 
records that match certain criteria and sorting them for you. And don’t worry; 
you won’t have to rummage through papers in hie folders and then collate them 
as you would if you were doing the same task by hand. 

First, to give File more entries to search through and choose among, let’s 
type the names and information for the rest of Genorio’s employees, as shown in 
Figure 3-4, or your own employees. 













































Figure 3-4. A complete printout of the Genorios’ Personnel 
datafile 



Lost Nome 

First Nome 

Street Address 

Citu. Stote 

Z1£ 

1 

Greenbrier 

Andrew 

920 Chippewa Dr. 

Bothell, WA 

99211 

2 

Zook 

Dorl 

1201 Mukllteo Blvd. 

Mukllteo, WA 

98277 

3 

Andrews 

Kaaren 

1212-5th St. 

Mukilteo, WA 

98277 

4 

Norris 

Joe 

607 Madison 

Seattle, WA 

98133 

5 

McFodden 

Sheila 

611 Oak Knolls 

Seattle, WA 

98209 

6 

Brooks 

Karen 

132 N. London 

Seattle, WA 

98209 

7 

Beaman 

Jason 

419 Queen Anne Ave. 

Seattle, WA 

98106 

8 

Genorlo 

Victor 

603 1st Ave. 

Seattle, WA 

98121 

9 

Genorlo 

Angela 

603 1st Ave. 

Seattle. WA 

98121 

10 

Salieri 

Sharon 

717 Campbell 

Mukllteo, WA 

98227 

11 

Bruce 

Jack 

5102 Pecks Drive 

Seattle, WA 

98209 

12 

Justice 

Fronds 

6063 Gatehouse 

Mukllteo, WA 

98227 

13 

Hazelton 

Suzanne 

8017-52nd S.W. 

Seattle, WA 

98106 

14 

Allendorfer 

Barbara 

404 Ocean 

Seattle, WA 

98106 

15 

Larkin 

Mike 

6291 - Bth Ave. 

Mukilteo, WA 

98277 

16 

Davis 

Kate 

2012 - 23rd Ave. 

Mukllteo, WA 

98277 

17 

McDonald 

Heather 

212 Cedar 

Mukilteo, WA 

98277 

18 

Lei 

Tiffany 

6022- 12th Dr. 

Mukllteo, WA 

98277 

19 

Oliver 

Hardy 

3315 Sound Vista 

Seattle, WA 

98133 

20 

Spencer 

Tracy 

2075 33rd Ave. W. 

Seattle, WA 

98133 



continued 



Phone 

Hire Dote 

Site 

Job Title 

Suoervlsor 

1 

555-1286 

Feb 27, 1985 

Mukllteo 

Clerk 


2 

555-3188 

Jul 19, 1985 

Mukllteo 

Clerk 

A. Genorlo 

3 

555-4698 

Jul 19, 1985 

Mukilteo 

Clerk 

A. Genorio 

4 

555-9991 

Dec 1, 1985 

Seattle 

Stocker 

S. McFadden 

5 

555-7366 

Oct 1, 1983 

Seattle 

Site Manager 

V. Genorlo 

6 

555-3481 

Mar 3, 1984 

Seattle 

Clerk 

V. Genorlo 

7 

555-1033 

Aug 15, 1985 

Seattle 

Clerk 

S. McFadden 

8 

555-5209 

Jan 1, 1975 

Seattle 

Owner 


9 

555-5209 

Jan 1, 1975 

Seattle 

Owner 


10 

555-4922 

Jul 12, 1984 

Mukllteo 

Site Manager 

A. Genorlo 

11 

555-9272 

Jul 12, 1984 

Seattle 

Clerk 

S. McFadden 

12 

555-9316 

Jan 15, 1985 

Mukllteo 

Clerk 

S. Salieri 

13 

555-9936 

Mar 3. 1984 

Seattle 

Clerk 

V. Genorlo 

14 

555-3905 

Aug 10, 1985 

Seattle 

Clerk 

S. McFadden 

15 

555-2095 

Oct 3, 1984 

Mukllteo 

Stocker 

S. Salieri 

16 

555-1100 

Oct 3, 1985 

Mukilteo 

Clerk 

S. Salieri 

17 

555-6933 

Jul 19, 1985 

Mukllteo 

Clerk 

S. Salieri 

18 

555-2345 

Feb 23, 1985 

Mukllteo 

Clerk 

A. Genorlo 

19 

555-3981 

Dec 1, 1985 

Seattle 

Clerk 

V. Genorlo 

20 

555-5539 

Mar 30, 1985 

Seattle 

Clerk 

V. Genorlo 



continued 
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Finding Data 
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Organize 



File places only the records that match the search criterion in the datable 
window. These records may not include all the records in your datafile. The two 
numbers in the lower left corner tell you how many were located; the number on 
the left is how many records match the criterion, the number on the right is how 

many records there are in the datafile. 

If you want to see all the records in your datafile again, choose the Show 

All Records command from the Organize menu. 

Each time you use the Find... command, File searches through all the rec¬ 
ords in your datafile—even records that are not visible in the datafile window— 

to find those that match the criterion. 

You can use two wildcard symbols with the Find... command to search tor 
text, numbers, or dates. The asterisk is a wildcard symbol that stands for a string 
of characters. For example, if you typed Muk* in the Site field, File would find 
all records whose site field contained the first three letters Muk. The asterisk tells 
File to disregard characters following the k. 

The ? wildcard symbol tells File to match any one character in the ? posi¬ 
tion. For example, if you occasionally misspell Mukilteo as Mukiltio and you want 
to find all occurrences of both Mukilteo and Mukiltio, you can type MukiltPo in 
the Find window. 


Multiple search criteria 

Now we’ll follow basically the same steps we used in finding all of the 
Mukilteo employees to find all employees who are willing to work both weekends 
and evenings. 

□ Choose Find... from the Organize menu. 

□ Click the Clear button to remove all previous search criteria (in this 
case, Mukilteo in the Site field). 
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□ Scroll the Find window right until you see the Shift Pref held. 

□ Click in the Shift Pref held to make it active. Type 3 pm - 11pm the 

evening shift. . 



Be sure you type it just as you did when you actually entered it in the Shift 
Pref field of your datafile. Remember, computers are literal—they only know 
what you type, not what you mean. 

Now specify the second search criterion. 

□ Click in the Weekends held. 

We want to find all employees whose Weekends field contains Yes. 

° T yP e Yes in the Weekends field. Then click the Find button. 



While File searches, you see a status line at the bottom of the screen tell¬ 
ing you how many records have been searched and how many have been found 
Soon you’ll have your list of employees willing to work evenings and weekends 


6 File Edit Form Organize 


f" 1 — 1 Genorio's Personnel — ~ i 

1 Last Name 

tdssM 

First Name 

Joe 

Street Address 

607 Madison 

Citu. Stal 

Seattle, WA 

O 

2 

McFadden 

Sheila 

611 Oak Knolls 

Seattle, WA 

Q 

3 

Salieri 

Sharon 

717 Campbell 

Mukilteo, Wi 

4 

Allendorfer 

Barbara 

404 Ocean 

Seattle, WA 

5 

Larkin 

Mike 

6291 - 8th Ave. 

Mukilteo, Wi 

6 

McDonald 

Heather 

212 Cedar 

Mukilteo, Wj 

New 








■ 

j|0/ZU|V|— | . 
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Symbol 

<> or >< 
> 

> = 

< 

< = 


Action 

Matches exactly what you type 
Does not match what you type 
Matches anything greater than what you type 
Matches anything greater than or equal to what you type 
Matches anything less than what you type ^ XP 
Matches anything less than or equal to what you type 
atches anything within the range you specify 

a management « 



If you wanted all February birthdays, you would specify 



Sorting Data 

criterion! Tu ^ fc d S orrc”ml‘Z, nd IT* T ' hm a «rta, 

the Find... command to locate allT. S , 1 precedm S example, we uset 

Now we’ll use thTsort ° i employees who work at the Mukilteo site 

'? al P D habetic ally by last name 

in the datafile window are those found in the^T^’ T’ the records 
(the search for employees willing to wo* ^gs 
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to put the records for all employees back in the datafile window before you can 
begin to sort them. 

□ Choose Show All Records from the Organize menu. 

Now you can once again have File search for the records for the Mukdteo 
store’s employees. 

□ Choose Find... from the Organize menu, click the Clear button, 
then type MukiUeo in the Site field, and click the Find butto . 



fienorio's Personnel 


c;trpfit Address 


First Name 


Bothell, WA~ 


920 Chippewa Dr. 


Andrew 


MukiUeo, W, 


1201 MukiUeo BW(T 


MukiUeo, Wij 


Kaaren 


MukiUeo, W, 


Andrews 


717 Campbell 


Sharon 


Salieri 


MukiUeo, 


6063 Gatehouse 


MukiUeo, W, 


MukiUeo, W< 
MukiUeo, w 
MukiUeo, 


212 Cedar 


Heather 


McDonald 


Tiffany 


* File Edit Form Organize 


Francis 


Justice 


6291 - 8th Ave 


Mike 


Larkin 


2012 - 23rd Ave 


Kate 


Davis 


To sort these employees alphabetically by last name: 

□ Choose the Sort... command from the Organize menu. 
D In the Sort window, click on the Last Name field. 



The A - >Z ind.ca.cs tha, .he reco^U be A^ele^." 6 «^“d 
order. Your only other choice would be Z , dkk in the Last Nam e 

the list sorted in reverse (descending) or <Y cu king once more returns 
box again and the order would change to Z >A. ClicRing 

it to A — >Z. 


□ Click the Sort button. 


Quickly, File arranges the records on the screen in 


the order you specified. 
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side of the fiekfin the Sort wbdo^kThe soJor^ 6 1 ’"h* Sma " b ° X on the ,eft 
field is your first sort order, a 2 indicates the « d j nUmben A 1 mdicates that 
wanted a list of employees at the Mukilteo she smedhv ^ 3nd 80 on ‘ If 
each supervisor list, the employees listed alnh k ! SU P ervisor and , within 
Fmd... command to find all records with iu 3 etlca,1 y> you would first use the 
the Sort command and fi ? ld ’ choose 

Name as the second sort order by selectThe f SOr i ° rder 3nd Last 

Last Name field. If you change your min/ h Su P ervisor fieId and then the 
the fields, click the Clear butfo/in the *** ^ 3fter youVe selected 

in the order you want them sorted. wind °w and then reselect the fields 

° GliCk in the Superv,sor field - then the Last Name field. 

D Click the Sort button. 


If you scroll to the right, you’ll see the new order. 



P7tdi1 »] 
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Personnel and Payroll: Genorio’s Deh 


If*- often use this 

Fife menu and then give this version of 

the datafile a new name. 

□ To save the current sortorder, or^me^tLrXscrlptWe name, and 
File menu, type Supervisor Sort or F button before 

disk in the external drive. 


Saue R ecords Rs: 

jsuperuisor sort) 


Personnel Data 


<i) Normal 
OTent (Microsoft Print Merge) 



Cancel J 


f EJectJ 


[ Driue | 


Vou’U see a status line at the bottom of your 

records are being saved. When the status in PP the current datafile is 
top of the datafile window shows you that the name 
Supervisor sort, the datafile you just saved. 



To get back to the 

from the File menu, and double-click ^ ower ful tool. You could use the 

The Find.. • and Sort.. combi w/before 1985, for instance, and 
Find..• command to locate all emp oy r ^ ^ chronologica ii y by date. Or you 

co^d^nd^alfemploye^who have^th^^same^st^endsor^and^rt^tl^m^a^pha^et-^ 

,evel - and “■ each a job descriptlon for an 

open supervisor’s position. 
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more compl^I^i more interSdng 5^ A * y ° Ur fileS become 

the information you’ve stored In u g ’ eful wa y s to sor t and organize 

our personae, fi L, Z Z tl ^ ^ m ° re » 

print reports containing , he i n ' for “Sed *? “ 

For now, if you want to see a ntmor JP, , ed ’ ln t * ie order we want it. 
your personnel file, choose the Prim Rer”^ ° f the information contained in 
If you’re using an ImageWrimr prTtef and co J from ** menu, 

when the Print dialog box appears to preSS RetUrn 

printing the records. ^ printing defaults and begin 

















sonnel dSSsJKyoud^do^ed Zo^LTyJ!, “TIT”" to ,hc P«- 
personnel information in separate datafiles bn, h? , ^' P payro " and 
makes it easier to update files: You don’t ’ a avin & ln one datafile 
two different places. If, for example an em^ ^ ^ S3me information in 

that employee changes, only the personnel !h7^ ° F lnformation about 
dating payroll and personnel informationin^ ^ ** changed ' Consoli 

Also, since File allows you to view inf ® datafile conserves disk space. 

forms can be designedto display only thoT°fi different form s and those 

file window, you’ll learn how to created oavmfi f § y ° U f ^ ant to view in the data- 
sonnel form) that displays onlv th P y oI1 form (ln addition to your per- 
rest of the personndSratn P*"*'* 1 WJ *° U ^not the 

(Federal Insurance Contribudon Act^ PU ’Ys° SS ^ the em P lo y ee ’ s FICA 
contribution (both the employer’s and emplo^™™^ d f duction ’ the total FICA 
you’ll see how to print a mnntli mployees portion), and net pay. Then 

deductions, and net pay. You’ll addThis inf P ° rt .° ta,ing a11 em Pfoyees’ gross pay, 
you’., learn how to create ^ 3 ^ ^ ^ 

print cumulative payroll reports ThL. and from that you’ll be able to 
needed to complete the required quarterlvF* ^ 'cL aP the information 
tax and FICA deductions and the W2 form F °T ^ l ° re P ort withh olding 
ployee withholding tax inS^^S?? ^ t( \ COm P ,ete end-of-year em- & 
basis, but the same basic procedure he Genorios do payroll on a monthly 
systems, as well. a PPty to weekly and biweekly payroll 
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mo„,h“'-^ 

EEK-Td-f are “ eded “ d ° |T L ,o use each 

ThepayroUs^onwinc^e^in— 

change from m«h ^ a p|ace „ a copy „f payroll 

The payroll tasks you’ll do each month include: 

. Making a copy, of the payroU skeLeton datafile » ™ to enter the 
current months data 

into the payroll master datafile 

. Printing the monthly report and the two cumulative reports (by 
month and by employee) 

payroll system for your busin ta ke over the majority 

or m o« hly tas ,cs. 

“isrs—o—. - . i— 

fields to their personnel datafile. 

• Date 

The Date field is needed to group P "; 'this‘Lldh!* gr™P ^"tdTby 

^ T££Z group ££* by welk if you pay weekly, b, two-week inter- 
Xtf yTw biweekly, or by any other pay-period interval. 
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• No. of Hours 

Information from hourly employees’ time cards is recorded here at the end 
of the month. 

• Hourly Rate 

How much the employee earns per hour is recorded in this field. 

• Gross Pay 

File multiplies the number of hours by the employee’s hourly rate to determine 
the gross pay. 

• Withholding Allowances 

This field contains the number of deductions that have been claimed on the 
employee’s W4 form. 

• Withholding 

In this field, you’ll enter the amount of withholding for each employee from 
the withholding table in the Internal Revenue Service’s Circular E. 

• FICA 

File computes the value for this field. For 1985, it is 7.05 percent of the gross pay. 

• Total FICA 

This field contains both the employee’s and employer’s FICA tax, which is 14.1 
percent in 1985. The employee contributes 7.05 percent and the employer 
matches this with the other 7.05 percent. File computes the value for this field. 

• Total Deductions 

This field adds the employee’s FICA and withholding deductions to produce 
a total needed for completing quarterly reports and for computing net pay. 

• Net Pay 

This field contains the result of subtracting the FICA and withholding 
deductions from the gross pay, which tells you the amount of the paycheck. 

You 11 need to make a list similar to this for your own payroll needs You 
may have deductions specific to your state that you’ll want to add. You may also 
have group insurance deductions. Make your list as complete as you can right 
now. But once again, if you don’t think of everything now, File will let you go 
back and add new fields later. 

When you have completed your list, you’re ready to add the fields to your 
personnel datafile. 7 

□ Start File and open your personnel datafile. 

□ Select Show Form from the Form menu. 
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O Click in the View 1 box in the lower left corner of the form window 
to change to view 2. 


Genorios Personnel 



Last Name 

First Name 

Andrew 

Street Addres: 

Citu. State 

Zjj 

1 

Greenbrier 

920 Chippewa C 

Bothell, WA 

99211 

2 

Zook 

Dori 

1201 Mukilteo f 

Mukilteo, WA 

98277 

3 

Andrews 

Kaaren 

1212 - 5th St. 

Mukilteo, WA 

98277 

4 

Norris 

Joe 

607 Madison 

Seattle, WA 

98133 

5 

McFadden 

Sheila 

611 Oak Knolls 

Seattle, WA 

98209 

6 

1 - 

Brooks 

Rpflman- 

Karen 

Iftgnn 

132 N. London 

A\Q nnppn Anng 

Seattle, WA 

Co*ttlo WA- 

98209 

qfilflfi— 


i Form i 


1 - 


Ea 




File saves two forms with each datafile, called view 1 and view 2. View 1 of the 
personnel datafile is the personnel form and view 2 will be the payroll form. 

□ Drag the horizontal scroll box at the bottom of the form window 
to the right until you can see the blank field to the right of the 
Comments field. 



□ Click an insertion point in the blank box following Comments. 

You enter the field names the same way you did for the personnel fields: First 
type the field name, then press Return, then choose the information type (Text, 
Number, Date, or Picture). 

□ Type Date (the name of the first field) and press Return. Press the 
D key to choose the Date information type. 

□ Press the Return key to tell File you’ve finished choosing the infor¬ 
mation type. 

. You could click the Date button instead of pressing the D key, then click OK 
instead of pressing Return. But it’s faster to use the keys since your hands are 
at the keyboard from having typed the field name. 




















































CHAPTER 4 Payroll 


87 


The next field (No. of Hours) is a number field. 

^ Type No. of Hours , press Return, press the N key to choose Number, 
and press Return. 

The next field, Hourly Rate, is a number field that we want displayed in 
the dollar format that is, numbers will be preceded by a dollar sign and have 
two decimal places. 

□ Type Hourly Rate, press Return, press the N key to choose Number, 
and press Return. 

□ Click on the Hourly Rate field to select it. 



□ Choose Format Number Field... from the Form menu. 

□ Click the Dollar button in the Display list box, then click the 
OK button. 



Numbers entered into this field in the datafile window will be displayed in the 
dollar format. 

The next field (Gross Pay) is a computed number field because the num- 
ber displayed will be the result of multiplying the number of hours worked and 
the hourly rate. Type in its name and choose the information type (Number) the 
same way you did for the other fields. Then we’ll go through the steps to enter 
a formula in it for computing gross pay. 

□ Click an insertion point in the next blank field to the right. 

□ Type Gross Pay, press Return, press the N key to choose Number, 
and press Return. 
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Next, you need to tell File that Gross Pay is a computed number field 
that is, a field that contains a formula. It is important to do this now, right after 
creating the field. If you leave the form window and enter a number in the Gross 
Pay field, you can’t later go back to the form window and change the field from 
a regular number field to a computed number field. 

□ Select the Gross Pay field by moving the mouse pointer to it and 
clicking the mouse button. 
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□ Choose Format Number Field... from the Form menu. 

□ Click in the Computed check box. 



This tells File that Gross Pay is a computed number held. Notice that the 
Formula typing held below the Computed check box changed from dimmed to 
normal as soon as you clicked the Computed box. Next, tell File to display this 
number in the dollar format. 

□ Click the Dollar button in the Display list box. 

Now you’re ready to enter a formula for the Gross Pay held. 

□ Click in the Formula typing held. 

Notice the blinking insertion point in the Formula typing held. File is waiting 
for you to type a formula. The formula you’ll enter here will compute the gross 
pay by multiplying the number of hours worked by the employee’s hourly rate. 
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Multiplication in File is represented by an asterisk (*) instead of the com¬ 
mon X symbol. 

□ Type No. of Hours * Hourly Rate. 


Format Field □ index 

Name: [Gross Pay 



[Cancel ] 


Type- 

OTewt 
(•) Number 
O Date 
O Picture 


£3 Computed 


Display- 

O General 
<§) Dollar 
O Percent 
O Decimal 
O Scientific 


Rlign- 

OLeft 
O Center 
<§) Right 


Decimals:[2 1 


Style- 

□ Herder 

□ Underline 

□ Bold 

□ Italic 

S Commas 


Formula:|No. of Hours * Hourly Rate| 


□ Press Return. 

The next field (Withholding Allowances) is a regular number field. 

□ Click an insertion point in the next blank field to the right. 

□ Type the field name Withholding Allowances, press Return, press the 
N key (for Number), and press Return. 

The next field (Withholding) is a number field displayed in the dollar 
format, just like the Hourly Rate field. 

□ Type Withholding, press Return, press the N key to choose Number, 
and press Return. 

□ Click on the Withholding field to select it. 

□ Choose Format Number Field... from the Form menu. 

□ Click the Dollar button in the Display list box, then click the OK 
button. 

Numbers entered into this field in the datafile window will now be displayed in 
the dollar format. 

The next field (FICA) will be a computed number field that will be 
displayed in the dollar format. The steps are the same as for the Gross Pay 
computed field above. 

□ Click an insertion point in the next blank field to the right. 

□ Type FICA, press Return, press N to choose Number as the 
information type, and press Return. 

□ Click in the FICA field and choose Format Number Field... from 
the Form menu. In the dialog box, click the Computed check box 
and the Dollar button in the Display list box, and then click an 
insertion point in the Formula typing field. 

□ Type Gross Pay * .0705. 
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□ Press Return. 

The employee FICA deduction for 1985 is 7.05 percent of the gross pay. File 
will calculate this and put the result in the FICA held. 

The employer must match the employee’s FICA deduction and contribute 
another 7.05 percent, making the total FICA amount owed 14.1 percent. The next 
held, FICA Total, calculates this. 

□ Click an insertion point in the next blank held. 

□ Type FICA Total , press Return, press N for Number, and press 
Return. 

□ Click on the FICA Total held to select it. Choose Format Num¬ 
ber Field... from the Form menu. Then click the Computed check 
box, the Dollar button in the Display list box, and in the Formula 
typing held. 

□ Type Gross Pay * .141. 



□ Press Return. 

Next, add the FICA and Withholding hgures (plus any other deductions 
that may apply to your business) in the next held (Total Deductions). 

□ Click an insertion point in the next blank held. 

□ Type Total Deductions , press Return, press N for Number, and press 
Return. 
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Instead of clicking in the Total Deductions field and then selecting Format 
Number Field..., you can simply double-click in Total Deductions to display 
the Format Field dialog box. 


□ Double-click on Total Deductions to display the Format Field dialog 
box. Then click the Computed box, the Dollar button in the Display 
list box, and in the Formula typing field. 


□ Type FICA + Withholding. 


Format Field 


□ Index 


Name: Total Deductions 


[Cancel ] 


Type- 

OTent 
(•) Number 
O Date 
O Picture 


^ Computed 


Display- 

O General 
<•) Dollar 
O Percent 
O Decimal 
O Scientific 


flliyn- 

OLeft 
O Center 
<§> Right 


Decimals: ! 2 | 


Style- 

□ Herder 

□ Underline 

□ Bold 

□ Italic 

^ Commas 


Formula:! FICB + IDithholdingl 


□ Press Return. 

The last additional field is Net Pay. It is a computed number field that 
subtracts the FICA and withholding deductions from the gross pay. 

□ Click an insertion point in the next blank field. 

□ Type Net Pay, press Return, press N for Number, and press Return. 

□ Double-click on Net Pay to display the Format Field dialog box. 

Click the Computed check box, the Dollar button in the Display list 
box, and in the Formula typing field. 

□ Type Gross Pay — Total Deductions. 


Format Field 


□ Index 


Name: Net Pay 


[Cancel j 


r Type- 


-Display- 
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-Style- 

OText 
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□ Border 
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□ Underline 

O Date 
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<•) Right 


□ Bold 

O Picture 
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□ Italic 
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1 

O Scientific 

Decimals:! 2 ! 

^ Commas 


Formula:! Gross Pay - Total Deductions! 


□ Press Return. 

File will add the FICA and withholding deductions in the Total Deductions 
field and subtract these from gross pay to produce the net pay in this he . 
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To select all of these fields: 

□ Scroll the form window all the way to the left. 

□ Hold down the Shift key and click in the first field you want to move 
(Street Address). Continue holding down the Shift key. 



□ With the Shift key still depressed, click in the next field you want to 
hide (City, State). 

You can scroll while continuing to hold down the Shift key (to continue ex¬ 
tending the selection of fields). Just move the mouse pointer to the horizontal 
scroll bar, box, or arrow, use it as you normally would, then move the pointer 
back to the form window and resume clicking on fields. 

□ Continue holding down the Shift key and clicking until you have 
selected all the rest of the fields you want to hide. When all of the 
fields you want to hide are selected, release the Shift key. 


=r~i ~ —l-orm = 
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Now drag the fields into the hide area. 

□ Position the mouse pointer on any one of the selected fields. 

□ Drag the selected items straight down into the hide area, then 
release the mouse button. 

As soon as you release the mouse button, all of the fields to the right ofaiyfield 
you moved to the hide area are shifted left to fill the space vacated by the hidden 
fields. Now your payroll form looks something like the form for Genorios Deli 
shown in Figure 4-2, if you scroll horizontally. 












































Figure 4-2. Payroll farm far Genario’s Deli 
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The only thing left to do is to move the Date field in front of the Last Name 
field. Having the Date field first will make it more obvious which month’s payroll 
information we’re working with. 

To move the Date field: 

□ Move the scroll box in the form window all the way to the left. 

□ Position the mouse pointer in the Date field. 

□ Drag the Date field to the left. As you start to drag the field, a long 
vertical line shows where File will place the field. 
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□ Continue dragging the field to the left. When the vertical line is at 
the left edge of the form window, covering the left edge of the Last 
Name field. 
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The Date field moves so that it is now the first field on the left, and our payroll 
form is complete. 
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Creating the Skeleton Datafile 

Since the information in the Hourly Rate and Withholding Allowances 
fields won’t change from month to month, it’s a good idea to enter information 
in these fields first and then duplicate the datafile. The datafile can then be 
used as a skeleton, which can be copied each month for entering that month’s 
payroll information. That way you won’t have to retype the information that 
doesn’t change. 

The datafile window is the place to enter information. 

□ Click anywhere in the datafile window to make it active. 

The form window disappears and the datafile window is now active. 


* File Edit Form Organize 
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□ Click anywhere in the horizontal scroll bar at the bottom of the 
screen to scroll right. 

This brings the fields you need to use (Hourly Rate and Withholding 
Allowances) into view. 

□ Click an insertion point in the Hourly Rate field for your first 
employee. 

□ Type in the hourly rate for the first employee. (Remember, don’t 
type a dollar sign—you’ve already formatted the field for dollar 
display.) 

□ Press the Return key. 
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6 File Edit Form Organize 
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When you press Return, note that the insertion point bypasses the Gross Pay 
field and goes on to the Withholding Allowances field. This is because Gross 
Pay is a computed field—what it contains depends on what the No. of Hours 
and Hourly Rate fields contain (not what you type into it). 

o Type the number of deductions claimed on your employee’s W4 
form in the Withholding Allowances field, then press the Enter key. 

Pressing the Enter key takes you to the first field of the next record, so you can 
see the name of the next employee. 

□ Press the Return key four times to bypass the Last Name, First 
Name, and No. of Hours fields. 
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Continue entering Hourly Rate and Withholding Allowances information for the 

rest of your employees. , 

File is not intended to be a specialized payroll software package and doesnt 
allow conditional statements like: “If employee type = salaried, then....” What 
this means is that all employees have to be treated similarly when we have File do 
our calculations. For instance, the formula for gross pay (No. of Hours * Hourly 
Rate) must apply to all records in the datafile. So, you need to calculate an 
hourly rate for employees who are salaried rather than hourly. To do this, take 
the annual salary and divide it by 2080 (52 weeks multiplied by 40 hours per 
week), and use that figure for the hourly rate. Because this figure doesn’t change 
from month to month, you only have to enter it once in the Payroll Skeleton 
datafile and then copy the Payroll Skeleton from month to month, not enter it 
each month as you do for hourly employees. 
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When you’ve finished entering hourly rates and withholding allowances for 
each employee, you’re ready to duplicate the file, since it contains all the infor¬ 
mation that won’t change from month to month. To do this, you have to quit File 
and go to the Macintosh desktop so you can use the Duplicate command. You 
might think it would be easier to use the Save Records As... command from the 
File menu. But File won’t save the formulas in the computed fields if you do this; 
it will only save the current values contained in them. 

To duplicate the file: 

□ Quit File by choosing Quit from the File menu. 

You 11 see a dialog box asking if you want to save the current form (view 2) with 
your personnel datafile. 


Save the current form with the 
datafile "Genorio's Personnel?" 



[ n ° ) 


[ Cancel ] 


□ Click the Yes button. 

□ On the Macintosh desktop, double-click on the Personnel Data disk 
icon to open its window. 

□ Click on the personnel (in our example, Genorio’s Personnel) 
datafile icon to select it, then choose Duplicate from the File menu. 

A duplicate file named Copy of Genorio’s Personnel (or whatever your personnel 
file is called) will appear in the window. 
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□ Type Payroll Skeleton as the name of the duplicate file and press 
Return. 

You may then want to eject your data disk, put in another blank disk and drag 
your Payroll Skeleton datafile icon onto it to make a backup copy in case some¬ 
thing happens to your original. 

Then eject the skeleton archive disk, and put your Personnel Data disk back 
in. Each month, or whenever it’s time to start a new datafile, all you have to do is 
duplicate the skeleton file on the Macintosh desktop, rename it for the current 
pay period, then double-click on the copy to open it and enter your payroll 
information. 


Adding Payroll Data 

Now is a good time to add some employee payroll information to the 
current period’s datafile. That way, you can see the computed fields actually 
work and, when you design reports later in this chapter, you’ll be able to see 
what an actual report looks like. 

Enter information for your own employees or use the Genorios’ data in 
the following list. Enter payroll information the same way you entered personnel 
information. Use the Return key to move to the next field. To move to the previ¬ 
ous field, use Shift and Return. 

Begin with the Date field of the first record. 

□ Scroll to the top of the datafile so that the first record is visible. 

□ Click an insertion point in the Date field of the first record. 

□ Hold down the Command key and press the hyphen key to enter 
today’s date automatically from the system calendar. 
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If you want a date other than today’s date, type in the date of your choice instead 
of using the Command-hyphen option. 
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□ Press the Return key three times to move past the Last Name 
and First Name fields to the No. of Hours field. Enter the number 
of hours worked in this pay period for the first employee and press 
Return. r 
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Note that the Hourly Rate field is now highlighted. Since you’ve already typed 
something into this field, File highlights the field instead of putting the insertion 
point in it. If you wanted to change the information in it, you would simply start 
typing and File would erase the previous contents and replace it with what you 
type. In this case, however, the information you want is already there. 

□ Press the Return key twice. 
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File moves the insertion point to the Withholding field. Note that File has 
calculated the gross pay for the first employee and the result is displayed in 
the Gross Pay field. 

The amount you enter in the Withholding field comes from the 
withholding table in the government publication Circular E. 

□ Locate the appropriate withholding amount in the tax table and 
enter this amount in the Withholding field. 

Remember, don t type dollar signs in this field; the field is already formatted 
for dollar display. 

□ Press Return. 
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File calculates FICA, total FICA, and net pay, and moves the insertion point to 
the Date field of the next employee record. It’s a lot nicer to let File do the work 
than to do all these calculations yourself, even with a calculator. If you want to, 
you can scroll right to see the result of the calculations. 
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Continue entering payroll information for the rest of your employees or 
for the Genorios’ employees in the following list. If the information you’re enter¬ 
ing is the same as the information in the same field of the previous record—for 
example, if employee 7 has worked 160 hours and so has employee 8—remember 
that you can use one of File’s shortcuts. Hold down the Command key and press 
the apostrophe key and File will duplicate information from the field above. 


Creating a Payroll Master 

Next you need to create a payroll master datafile. A payroll master data¬ 
file is a place to store payroll information for an entire year. Each month when 
you finish entering payroll information, you can copy information for the cur¬ 
rent month into the payroll master datafile and have a cumulative record of 
all payroll activities for the year. 

It’s a good idea to keep this master datafile on a separate disk. That way, if 
anything happens to the disk containing your monthly records, you’ll have a copy 
of that information on a separate disk in your payroll master file. 

You can make the payroll master datafile by first quitting File and then 
making another copy of your payroll datafile on the Macintosh Desktop. (We’ll 
use the name Payroll Master for this copy.) Then restart File and load the Payroll 
Master file and delete the Withholding Allowances field and all the personnel 
fields, such as Address, Hire Date, Site, and Shift Preference. These fields don’t 
change from month to month and they don’t contain payroll information, so 
there is no need to keep them in the Payroll Master. And without them, the 
Payroll Master will be smaller, so information from more months will fit on 
a single disk. 

To make a copy of your personnel datafile, you first need to leave File. 

□ Choose Quit from the File menu. 
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If you’ve made changes to one of the forms, you’ll see a dialog box that asks if 
you want to save the changes you’ve made to the current form. 



Remember, File saves two forms with each datable. 

□ Click the Yes button to save the personnel form (view 1) and the 
payroll form (view 2) with your payroll datafile. 

Now you’ll see the Macintosh desktop. What you want to do is eject the Person¬ 
nel Data disk, insert a new disk for your Payroll Master datable, and copy your 
payroll datable to the new disk. 

□ Double-click on the Personnel Data disk icon to open its window. 

□ Choose Eject from the File menu. 

□ Insert your new disk. 

□ If the disk hasn’t been initialized and named, do this now by 
responding to the Mac s prompts. Name your disk with a descriptive 
title (such as Payroll Master). 


nr 


Please name this disk: 


| Payroll Masteij 


[ OK 


□ Press Return. 

If you need to rename an already formatted disk, simply select the old name, 
type the new name, then press Return. 

□ Drag the payroll datable icon (in our example, October Payroll ’85) 
from the Personnel Data disk window onto the Payroll Master disk 
icon. When the Payroll Master disk icon turns black, release the 
mouse button and the Mac will copy October Payroll ’85 from your 
Personnel Data disk to your Payroll Master disk. 

You’ll see instructions on the screen for swapping disks; follow them and in a 
short while, you’ll have your personnel datafile on your Payroll Master disk. 

The next step is to rename the October Payroll ’85 file on the new disk. 
We want to name it Payroll Master-1985. 

□ Double-click on the Payroll Master icon to open its window. 

□ Select the October Payroll ’85 icon on the new disk. 
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□ Type Payroll Master-1985 and press Return. 


6 File Edit Uieiu Special 



Now you’re ready to load the datafile named Payroll Master 1985 so you 
can delete the fields you don’t need. 

□ Double-click on the Payroll Master -1985 icon. 

File loads this datafile and the File program. 

To delete the fields you don’t need in your Payroll Master datafile, open 
the form window, select the personnel fields, and then press the Backspace key. 
Select fields the same way you did earlier when you selected the personnel fields 
to move into the hide area while constructing the payroll form. 

□ Choose Show Form from the Form menu. 

□ If the personnel form (view 1) is showing, click in the View 1 box to 
change to your payroll form (view 2). 

□ Click in the Street Address field to select it. 
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□ Hold down the Shift key and click in each of the following fields: 


City, State 

Zip 

Phone 

Withholding Allowances 

Hire Date 

Site 

Job Title 
Supervisor 


Management Skill Level 
Birthdate 

Emergency Contact 
Emergency Phone 
Shift Preference 
Weekends 
Status 
Comments 


□ Press the Backspace key to delete these fields. 

You 11 see a dialog box that asks you to confirm the deletion of these fields. 



□ Click the OK button and relax. 

Remember, you have these fields in your original personnel datafile. You’re only 
deleting them from your Payroll Master datafile, which is a copy of your first 
month’s payroll datafile. 

That’s all there is to setting up a Payroll Master datafile. Later in this chap¬ 
ter, you’ll learn how to copy each month’s payroll data into the Payroll Master 
datafile. You 11 also learn how to use the Payroll Master datafile to generate pay¬ 
roll reports, the next step in this payroll system. 

Creating Payroll Reports 

Next we 11 set up and print two reports: a payroll summary by month and 
a payroll summary by employee. Setting up reports allows you to use informa¬ 
tion in your datafiles in different ways. You can arrange the fields in any order. 
But you can also have File produce subtotals and totals for fields in your datafile 
to get information you could not get with an additional form. 

The payroll summary by month looks like the printout in Figure 4-3. It 
contains all the information you need for quarterly FICA and withholding re¬ 
porting, and would look like the report shown in Figure 4-4 if you used File’s 
summary report feature. File’s report capabilities added the totals. 

The payroll summary by employee looks like the printout in Figure 4-5. 
The payroll summary report by employee will be especially useful for end-of- 
year W2 forms, as shown in Figure 4-6, because it computes a total of each em¬ 
ployees wages and deductions for the entire year. When it’s time to complete W2 
forms for your employees, all you’ll need to do is copy in the totals manually on 
the W2 forms. Files report capabilities compute the subtotals and the totals by 
employee. (Figures 4-3, 4-4, 4-5, and 4-6 follow on the next five pages.) 














Figure 4-3. A payroll summary report by month 
far Genorios Deli 


Date 

Last Name 

First Name 

No. of Hours 

Hourly Rate 

Gross Pay 

Oct 31, 1985 

Allendorfer 

Barbara 

130 

$6.00 

$780.00 


Andrews 

Kaaren 

144 

$4.85 

$698.40 


Beaman 

Jason 

150 

$6.25 

$937.50 


Brooks 

Karen 

80 

$6.25 

$500.00 


Bruce 

Jack 

160 

$6.25 

$1,000.00 


Davis 

Kate 

137 

$5.90 

$808.30 


Genorio 

Angela 

160 

$15.33 

$2,452.80 



Victor 

160 

$15.62 

$2,499.20 


Greenbrier 

Andrew 

160 

$6.00 

$960.00 


Hazelton 

Suzanne 

155 

$7.20 

$1,116.00 


Justice 

Francis 

160 

$5.90 

$944.00 


Larkin 

Mike 

1 15 

$6.40 

$736.00 


Lei 

Tiffany 

160 

$6.25 

$1,000.00 


McDonald 

Heather 

85 

$6.00 

$510.00 


McFedden 

Sheila 

160 

$1 1.46 

$1,833.60 


Norris 

Joe 

140 

$4.60 

$644.00 


Oliver 

Hardy 

160 

$6.65 

$1,064.00 


Salieri 

Sharon 

160 

$10.94 

$ 1,750.40 


Spencer 

Tracy 

160 

$6.75 

$1,080.00 


Zook 

Dorl 

90 

$6.25 

$562.50 




Total for Oct 31, 1985: 

$21,876.70 





Total: 

$21,876.70 



continued 


Withholding 

FICA 

FICA Total i 

Dtal Deductlor 

Net Pay 

$80.30 

$54.99 

$109.98 

$135.29 

$644.71 

$66.30 

$49.24 

$98.47 

$117.54 

$580.86 

$68.80 

$66.09 

$132.19 

$134.89 

$802.61 

$7.20 

$35.25 

$70.50 

$42.45 

$457.55 

$122.10 

$70.50 

$141.00 

$192.60 

$807.40 

$48.80 

$56.99 

$113.97 

$105.79 

$702.51 

$250.60 

$172.92 

$345.84 

$423.52 

$2,029.28 

$259.40 

$176.19 

$352.39 

$435.59 

$2,063.61 

$63.60 

$67.68 

$135.36 

$131.28 

$828.72 

$105.60 

$78.68 

$157.36 

$184.28 

$931.72 

$68.80 

$66.55 

$133.10 

$135.35 

$808.65 

$49.30 

$51.89 

$103.78 

$101.19 

$634.81 

$106.20 

$70.50 

$141.00 

$176.70 

$823.30 

$39.80 

$35.96 

$71.91 

$75.76 

$434.25 

$202.90 

$129.27 

$258.54 

$332.17 

$1,501.43 

$62.30 

$45.40 

$90.80 

$107.70 

$536.30 

$53.20 

$75.01 

$150.02 

$128.21 

$935.79 

$161.00 

$123.40 

$246.81 

$284.40 

$1,466.00 

$105.60 

$76.14 

$152.28 

$181.74 

$898.26 

$24.40 

$39.66 

$79.31 

$64.06 

$498.44 

$1,948.20 

$1,542.31 

$3,084.61 

$3,490.51 

$18,386.19 

$1,948.20 

$1,542.31 

$3,084.61 

$3,490.51 

$18,386.19 



































Figure 4-4. A payroll summary report by month with the 
necessary FICA and withholding information 


Date 


Oct 31, 1985 

Nov 30, 1985 
Dec 31, 1985 


-- 088 -Withholding_ FICA _ FICA T otal Total Deductions Net Pau 


$21,876.70 

$21,705.40 

$21,942.30 


$1,948.20 

$1,951.80 

$1,921.00 


$1,542.31 

$1,530.23 

$1,546.93 


$3,084.61 

$3,060.46 

$3,093.86 


$3,490.51 - 

$3,482.03 — 
$3,467.93 


Total: $65,524.40 


$5,821.00 


$4,619.47 $9,238.94 


$10,440.47 


$18,386.19 

$18,223.37 

$18,474.37 


$55,083.93 


Form 941 

(Rev. January 1985) 

□apart mant of ttia Treasury 
Internal Revenue Service 

Employer’s Quarterly Federal Tax Return 

► For Paperwork Reduction Act Notice, no page 2. 

Please typo or print 

Your name, 

address. | 

Name (aadistrnguiahed from trade name) Date quarter ended 


Address and ZIP cod* 


L 




J 


If address is ► 1 1 

different from 1—I 















check here 

If you are not liable for returns i 

nthefut 


e"FINA 

L". . 

1 









■ UJ 


Complete for Fleet Quarter Only 

1 a Number of employees (except household) employed in the pay period that includes March 12th . ► 
b If you are a subsidiary corporation AND your parent corporation files a consolidated Form 1120 

enter parent corporation employer identification number (EIN) . . ► | lb | ’ 


2 Total wages and tips subject to withholding, plus other compensation. 

3 Total income tax withheld from wages, tips, pensions, annuities, sick pay, gambling, etc . 

4 Adjustment of withheld income tax for preceding quarters of calendar year (see instructions) 

5 Adjusted total of income tax withheld 


6 Taxable social security wages paid »-fcs,sa*/ 

7 a Taxable tips reported.$ 

b Tips deemed to be wages (see instructions) . . $ 

8 Total social security taxes (add lines 6, 7a, and 7b) 

9 Adjustment of social security taxes (see instructions) 

10 Adjusted total of social security taxes 

11 Backup withholding 


X 14.196 (141) . 

-X 7.05% (.0705). 

_X 7.05% (.0705). 


12 Adjustment of backup withholding tax for preceding quarters of calendar year 

13 Adjusted total of backup withholding 

14 Total taxes (add lines 5,10, and 13). 

15 Advance earned income credit (EIC) payments, if any (see instructions) 

16 Net taxes (subtract line 15 from line 14). This must equal line IV below (plus 
(Form 941) if you have treated backup withholding as a separate liability.) 

17 Total deposits for quarter, including overpayment applied from a prior quarter, from your records . ► 

18 Undeposited taxes due (subtract line 17 from line 16). Enter here and pay to IRS.► 

19 If line 17 is more than line 16, enter overpayment here ► t _and check if tobe: 

□ Applied tp ngxtreUirnqr_ LJRefunded. 


ie IV of Schedule A 



Record of Federal Tax Liability (Complete If line 16 Is $500 or more) 

See the instructions under rule 4 for details before checking these boxes. 

Check only if you made eighth mo nthly deposits using the 95% rule ► □ Check only if you are a first time 3-banking-dav depositor ► □ 



Firs* month of quarter 

Second month of quarter 

Third month of Quarter 

1st through 3rd 

4th through 7th 

8th through 11th 

12th through 15th 

16th through 19th 

20th through 22nd 

23rd through 25th 

26th through the last 

A 


1 


9 


B 


J 


R 

-- 

C 


K 


s 


D 


L 


T 


E 


M 


u 


F 


N 


V 


G 


0 


w 


H 

3, HIO.-WT 

P 

3.V8Z.03 

X 

1 3 Vb7. 93 

Total liability for month 

/ 


II 


III 


IV Total for quarter (add lines 1 , II, and 111)1 i ] [- 

- u 


1 d * Cl,r * ,h ** 1 “ min * d W re,um ’ "eluding accompanying Khwlute, and ,t.t. SnU, and to th. b^t of my Xnowbdga ,nd |> Sfh istrue. 

























































































































































































Figure 4-5. Part of a payroll summary report by employee 
for Genorio’s Deli 


Last Nome 

First Nome 

Dote 

No. of Hours Hourly Rote 

6ross Pay 


Allendorfer 

Barbara 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

130 $6 00 

100 $6.00 

112 $6.00 

Totol for Allendorfer: 

$780.00 

$600.00 

$672.00 

$2,052.00 


Andrews 

Kaaren 

Oct 31, 1985 
Nov 30, 1985 
Dec 31*, 1985 

144 $4.85 

140 $4.85 

139 $4.85 

Totol for Andrews: 

$698.40 

$679.00 

$674.15 

$2,051.55 


Beaman 

Jason 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

150 $6.25 

148 $6.25 

155 $6.25 

Totol for Beamon: 

$937.50 

$925.00 

$968.75 

$2,831.25 

— 

Brooks 

Karen 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

80 $6.25 

90 $6.25 

88 $6.25 

Total for Brooks: 

$500.00 

$562.50 

$550.00 

$1,612.50 


Bruce 

Jack 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

160 $6.25 

160 $6.25 

160 $6.25 

Totol for Bruce: 

$1,000.00 

$1,000.00 

$1,000.00 

$3,000.00 


Davis 

Kate 

Oct 31, 1985 
Nov 30, 1985 

137 $5.90 

144 $5.90 

$808.30 

$849.60 


pages not shown --- 


Lost Nome 

First Nome 

Date 

No. of Hours Hourly Rote 

Gross Pay 




Totol for Oliver: 

$3,192.00 

Parker 

Peter 

Dec 31, 1985 

87 $5.00 

Totol for Porker: 

$435.00 

$435.00 

Salieri 

Sharon 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

160 $10.94 

160 $10.94 

160 $10.94 

Totol for Salieri: 

$ 1,750.40 
$ 1,750.40 
$1,750.40 
$5,251.20 

Spencer 

Tracy 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

160 $6.75 

160 $6.75 

160 $6.75 

Totol for Spencer: 

$1,080.00 

$1,080.00 

$1,080.00 

$3,240.00 

Zook 

Dorl 

Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 

90 $6.25 

78 $6.25 

80 $6.25 

Totol for Zook: 

$562.50 
$487.50 
$500.00 
$ 1,550.00 




Total: 

$65,524.40 


continued 












































continued 


Withholding 

FICA 

FICA Total 

Total Deductions 

Net Pay 

$80.30 

$54.99 

$109.98 

$135.29 

$644.71 

$56.30 

$42.30 

$84.60 

$98.60 

$501.40 

$62.30 

$47.38 

$94.75 

$109.68 

$562.32 

$198.90 

$144.67 

$289.33 

$343.57 

$1,708.43 

$68.30 

$49.24 

$98.47 

$117.54 

$580.86 

$62.30 

$47.87 

$95.74 

$1 10.17 

$568.83 

$62.30 

$47.53 

$95.06 

$109.83 

$564.32 

$192.90 

$144.63 

$289.27 

$337.53 

$1,714.02 

$68.80 

$66.09 

$132.19 

$134.89 

$802.61 

$66.80 

$65.21 

$130.43 

$134.01 

$790.99 

$74.30 

$68.30 

$136.59 

$142.60 

$826.15 

$211.90 

$199.60 

$399.21 

$411.50 

$2,419.75 

$7.20 

$35.25 

$70.50 

$42.45 

$457.55 

$ 14.40 

$39.66 

$79.31 

$54.06 

$508.44 

$12.00 

$38.78 

$77.55 

$50.78 

$499.23 

$33.60 

$113.68 

$227.36 

$147.28 

$1,465.22 

$122.10 

$70.50 

$141.00 

$192.60 

$807.40 

$ 122.10 

$70.50 

$141.00 

$192.60 

$607.40 

$122.10 

$70.50 

$141.00 

$192.60 

$807.40 

$366.30 

$211.50 

$423.00 

$577.80 

$2,422.20 

$48.80 

$56.99 

$1.13.97 

$105.79 

$702.51 

$54.80 

$59.90 

$119.79 

$114.70 

$734.90 


pages not shown 


Withholding 

FICA 

FICA Total 

Total Deductions 

Net Pay 

$159.60 

$225.04 

$450.07 

$384.64 

$2,807.36 

$27.80 

$30.67 

$61.34 

$58.47 

$376.53 

$27.80 

$30.67 

$61.34 

$58.47 

$376.53 

$161.00 

$161.00 

$161.00 

$123.40 

$123.40 

$123.40 

$246.81 

$246.81 

$246.81 

$284.40 

$284.40 

$284.40 

$1,466.00 

$1,466.00 

$1,466.00 

$483.00 

$370.21 

$740.42 

$853.21 

$4,397.99 

$105.60 

$105.60 

$105.60 

$76.14 

$76.14 

$76.14 

$152.28 

$152.28 

$152.28 

$181.74 

$181.74 

$181.74 

$898.26 

$898.26 

$898.26 

$316.80 

$228.42 

$456.84 

$545.22 

$2,694.78 

$24.40 

$14.80 

$17.20 

$39.66 

$34.37 

$35.25 

$79.31 

$68.74 

$70.50 

$64.06 

$49.17 

$52.45 

$498.44 

$438.33 

$447.55 

$56.40 

$109.28 

$218.55 

$165.68 

$1,384.33 





























































Figure 4-6. A payroll summary report with the necessary 
FICA and withholding information 


. . Mnmn rimt Nnm* Data No. of Hours Hou rlg Rate _Gross Pa^ 

Last Name First warns- uuk - - 


Brooks 


Karen 


' Jan 31, 1985 

Feb 28, 1985 
Mar 31, 1985 
Apr 30, 1985 
May 31, 1985 
Jun 30, 1985 
Jul 31, 1985 
Aug 31, 1985 
Sep 30, 1985 
Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


65 

$6.25 

$406.25 

74 

$6.25 

$462.50 

80 

$6.25 

$500.00 

80 

$6.25 

$500.00 

77 

$6.25 

$481.25 

80 

$6.25 

$500.00 

80 

$6.25 

$500.00 

80 

$6.25 

$500.00 

75 

$6.25 

$468.75 

80 

$6.25 

$500.00 

80 

$6.25 

$500.00 

80 

$6.25 

$500.00 

Total for Brooks: 

$5,818.75 



continued 


Withholding 


FICA 


$ 0.00 

$2.40 

$7.20 

$7.20 

$4.80 

$7.20 

$7.20 

$7.20 

$2.40 

$7.20 

$7.20 


$28.64 

$32.61 

$35.25 

$35.25 

$33.93 

$35.25 

$35.25 

$35.25 

$33.05 

$35.25 

$35.25 


FICA Total 

$57.28 

$65.21 

$70.50 

$70.50 

$67.86 

$70.50 

$70.50 

$70.50 

$66.09 

$70.50 

$70.50 


Total Deductions _ 

$28.64 ” 
$35.01 
$42.45 
$42.45 
$38.73 
$42.45 
$42.45 
$42.45 
$35.45 
$42.45 
$42.45 


Net Pay _ 

$377.61 

$427.49 

$457.55 

$457.55 

$442.52 

$457.55 

$457.55 

$457.55 

$433.30 

$457.55 

$457.55 


$7.20 

$35.25 

$70.50 


{ ,JJ 

$67.20 

$410.22 

$820.44 

$477.42 

$5,341.33 

$67.20 

$410.22 

$820.44 

$477.42 

$5,341.33 



1 Control number j 

L 

4 Employer's State number 

□ 

Iw 1983 | 


67.20 


Wage and Tax Statement 
Copy 0 lor employer 


Co. 1 

Corp 

c Slat am- 0* , 

3 ployae ceasad "P 

□ □ c 

1 942 Sub- Void 

amp. total 

1 □ □ □ 

- — 

File 

Number 

6 Allocated tips 

1 in utine nthpr rnmnenf 

7 Advc 

;ation 

tnce EIC payment 1 

11 Social security tax vt 


12 Employee's name 


Karen 3rook$ 


Employee s address and ZIP ci 


5.212.75 


13 Social security wages 

5,3/8.75 


16 Stale unemp/dis w/h 


17 State income tax 


20 Local Income tax 


_ ^/C>.2.2. 

14 Social security tips 


18 State wages, tips. etc. 


21 Local wages, tips. etc. 


22 Name ot locality 


Department ol the Treasury 

Internal Revenue Service 





















































































CHAPTER 4 Payroll 


111 


We’ll create these reports and save them separately. Then each month 
when you want to print the reports, open the report window and choose the 

pen Report... command from the File menu, specify which report you’ll 
be using, and print it. ’ 


Report by Month 

To create the monthly summary report, you first need to sort the records 
so they re in the order you want them in the report. In the sample monthly re¬ 
port for Genorio’s Deli, we’ll first sort by date in ascending order (January 
through December), and then by last name so each month’s employees are listed 
a p abetically. If another sorting order makes more sense for your needs, choose 
the way that works best for you. You can try several different sorts, and then 
make a report with the one that is best. If you later change your mind, you can 
follow these steps and easily make a different report. 

□ Click anywhere in the datafile window to close the form window. 

□ Choose the Sort... command from the Organize menu. 

□ Click the Clear button to remove previous sort criteria. 

□ In the sort window, click in the Date field. 



The field is divided into two boxes, with a 1 in the smaller box to the left This 
indicates Date is your primary sort. The 1 - >9 in the larger box to the right tells 
you the dates will be sorted in ascending order. (Sorting by date won’t help you 
in the first month you use this system, but after you’ve entered information for 
more than one month, sorting in ascending order by date will put the records 
lor the most recent month at the top of the datafile window.) 

□ Click in the Last Name field. 



The 2 in the small box at the left side of the field indicates this is your secondary 

u ,, >Z m the . arger box to the ri § ht indicates records will be sorted 
alphabetically in ascending order. 
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SECTION TWO Personnel and Payroll: Genorio’s Deli 


□ Click the Sort button to have File sort the records. 

The records are now displayed in the datafile window sorted by both Date and 
Last Name. 


lii Pauroll Master - lyus ~ 

— 

i 

rifltp. 1 Last Name 

First Name 

No. of Hours 

130 

Hourly 

o 

1 

Oct 31, 1985 

Allendorfer 

Barbara 

2 

Oct 31, 1985 

Andrews 

Kaaren 

1 44 


3 

Oct 31, 1985 

Beaman 

Jason 

150 


4 

Oct 31, 1985 

Brooks 

Karen 

80 


5 

Oct 31, 1985 

Bruce 

Jack 

160 


6 

Oct 31, 1985 

Davis 

Kate 

137 


■ 

7 

Oct 31, 1985 

Genorio 

Angela 

160 

3 


□ Now choose Report... from the Organize menu. 


The report window opens. Notice that Date and Last Name are in the Sort area 
to the left of the double vertical line. This indicates that they will be sorted on 
the report. The remaining fields are to the right of the double vertical line in the 

Not Sorted area. 

Now you want to tell File what kinds of subtotals and totals you want in 
your report. Because you sorted by Date and by Last Name, both of those cate¬ 
gories appear in the Sort column on the left. This means that you can create a 
report with totals for any of your fields by Date or by Last Name. 

In your payroll report by month, you want subtotals for each of the pay 
and deduction fields by date—that is, monthly totals for Gross Pay, FICA, FICA 
Total, Withholding, Total Deductions, and Net Pay. To get this information in 
your report: 

□ Scroll the report window to the right until the Gross Pay column is 
visible. 



Sort 

• 

m . - r i!l ; H 

Heading 

1 Hourly Hate . Gross ray 

Withholding 

FICA 

Field 

Hourly Ratei Gross ray 

Withholding 

Ficn i 

by Last Nai 




by Date 




Grand 





O 
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Note the dashed vertical line between the Hourly Rate and Gross Pay columns 
When you print the report, this is where File will break the page, making the 
Gross Pay information the first column on the second page. 

D Do u b l e -click in the box at the intersection of the Gross Pay column 
and the By Date row. 7 



Instead of double-clicking, you could click in the box, then choose the For¬ 
mat Summary Field... command from the Form menu. But double-clicking 
is quicker. Either way, you’ll see the Format Summary Field dialog box. 


Format Summary Field 

Summary of "Gross Pay" 
by "Date" 

Function- 

□ Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Maximum 

□ Std. Deu. 



□ Click on the Total box and then click OK. 



Notice that the word Total appears in that box. 

f° H ° w these ^me steps to get totals in the Withholding, FICA, FICA Total 
Total Deductions, and Net Pay columns. 
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SECTION TWO Personnel and Payroll: Genorio’s Deli 


Your report window should now look like this: 



In addition to monthly totals, we’d also like to see grand totals for the year 
to date, for each of these fields. To get grand totals: 

o Scroll the report window to the left until the Gross Pay column 
is visible. 

□ Double-click in the Gross Pay column in the Grand row. 

□ Click in the Total box and then click OK. 



□ Follow these steps to get grand totals for Withholding, FICA, FICA 
Total, Total Deductions, and Net Pay by clicking in the Grand row 
under each of these headings. 


i=i— Report HI 

ffPreuieii 

n Summary Report j| 

Sort 

Heading 

1 FICA 1 FICA Total | 

Dial Deductior Net Hag jj 

Field 

fTcr] 

FICfl Total| 

ital Deductions!! Net Payfl 

bg Last Nai 



; 1 

bq Date 

Total 

Total 

Total 'Total_111 

Grand 

Total 

Total 

Total iii 


'• • • V- : K ' I' 'l':-- .. '. ' :\ . . • .. V . . • • ' O 

01 .□ 
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The last step is to make the Total Deductions column wide enough so 
the entire heading can be seen on the printed report. To do this: 

□ Position the mouse pointer on the right side of the Total Deductions 
box in the Heading row. 

□ When the mouse pointer looks like this: 



hold down the mouse button and drag the right side of the box to 
the right about a quarter of an inch and release the mouse button. 



Field 


by Last Nai 

by Date 


Total 

Total 


—milflCfnnunrnwinm 


Total 

Total 


Net P 


Total 


Total 


Total 


Total 


m 


ii 


Pointer 


Now you’ll be able to see the entire heading on the report. 

You’ve finished designing your monthly report. The Preview button in the 
report window lets you look at a report on your screen before you print it. This 
is an especially useful feature: If the report is not what you want, you can make 
changes without wasting paper and printing time. 7 

□ To see what your monthly report looks like, click the Preview 
button. 

Your report should look something like the printout in Figure 4-7. 

□ Click Done when you’re done previewing your report. 












































































Figure 4-7. A monthly summary payroll report 
for Genorio’s Deli 


Date 


Last Name no- - »"“« Hourlu RaU Br0 “ P * M 


Nov 30, 1905 


Allendorfer 

Andrews 

Beamon 

Brooks 

Bruce 

Davis 

Genorlo 

Greenbrier 

Hazelton 

Justice 

Larkin 

Lei 

McDonald 

McFadden 

Norris 

Oliver 

Parker 

Salieri 

Spencer 


Barbara 

Kaaren 

Jason 

Karen 

Jack 

Kate 

Angela 

Victor 

Andrew 

Suzanne 

Francis 

Mike 

Tiffany 

Heather 

Sheila 

Joe 

Hardy 

Peter 

Sharon 

Tracy 


100 

140 

148 

90 

160 

144 

160 

160 

160 

130 

160 

150 

160 

85 

160 

133 

160 

90 

160 

160 


$ 6.00 
$4.85 
$6.25 
$6.25 
$6.25 
$5.90 
$15.33 
$15.62 
$ 6.00 
$7.20 
$5.90 
$6.40 
$6.25 
$ 6.00 
$1 1.46 
$4.60 
$6.65 
$5.00 
$10.94 
$6.75 


$600.00 

$679.00 

$925.00 

$562.50 

$1,000.00 

$849.60 

$2,452.80 

$2,499.20 

$960.00 

$936.00 

$944.00 

$960.00 

$ 1 , 000.00 

$510.00 

$1,033.60 

$611.80 

$1,064.00 

$450.00 

$1,750.40 

$1,080.00 


Total for Nov 30, 1985: $21,667.90 


Total: 


$21,667.90 


continued 


Withholding 

$56.30 
$62.30 
$68.80 
$14.40 
$ 122.10 
$54.80 
$250.60 
$259.40 
$63.60 
$105.60 
$68.80 
$85.30 
$106.20 
$39.80 
$202.90 
$56.30 
$53.20 
$30.80 
$161.00 
$105.60 


FICA 


FICA Total Total Deductions Net Pag 


$42.30 

$47.87 

$65.21 

$39.66 

$70.50 

$59.90 

$172.92 

$176.19 

$67.68 

$65.99 

$66.55 

$67.68 

$70.50 

$35.96 

$129.27 

$43.13 

$75.01 

$31.73 

$123.40 

$76.14 


$84.60 

$95.74 
$130.43 
$79.31 
$141.00 
$1 19.79 
$345.84 
$352.39 
$135.36 
$131.98 
$133.10 
$135.36 
$141.00 
$71.91 
$258.54 
$86.26 
$150.02 
$63.45 
$246.81 
$152.28 


$98.60 

$110.17 

$134.01 

$54.06 

$192.60 

$114.70 

$423.52 

$435.59 

$131.28 

$171.59 

$135.35 

$152.98 

$176.70 

$75.76 

$332.17 

$99.43 

$128.21 

$62.53 

$284.40 

$181.74 


$501.40 

$560.83 

$790.99 

$508.44 

$807.40 

$734.90 

$2,029.28 

$2,063.61 

$820.72 

$764.41 

$808.65 

$807.02 

$823.30 

$434.25 

$1,501.43 

$512.37 

$935.79 

$387.48 

$1,466.00 

$898.26 


$1,967.00 $1,527.59 $3,055.17 


$3,495.39 $18,172.51 


$1,967.80 


$1,527.59 


$3,055.17 


$3,495.39 $18,172.51 
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of d ™M ?™T7k th ' S sun ™ ,ar >: 1re P° rt is but "•*" you get several months 

of data all totaled by month, with grand totals at the end, it becomes more im- 

presswe each month. And at the end of the quarter, when you’re filling out your 
CA and withholding reports, all the information you’ll need will be right in 
this report, as shown in the printout in Figure 4-8 on the next two pages. If you 
want to see only totals, as shown in Figure 4-4, click Summary Report, then^ 
Preview, widen the page margins, and print it horizontally. 

To save this report: 

D Choose Save Report As... from the File menu. 

□ Type Monthly Report or some other descriptive name for this report 
and click the Save button. F 


Saue Report Rs: p B(jro|| 

Master 

[Monthly Reporlj_| f===a 

! L Eject ] 

<S> Specification ^ 

O Tent Output l Cancel ] i 

| l Driue 1 


and*use’each ST “ °" y ° Ur Payr °" “““ •» «P» 


Report by Employee 

for r ° Creat ^ a mon * 1 y report by employee, the steps are similar to the steps 
tor creating the monthly summary report. ” 

□ Choose the Sort... command from the Organize menu. 

□ Click the Clear button in the sort window to remove former sort 
criteria. 


□ Sort the datafile, with Last Name as your first sort (in A - >Z 

*7 rst Nam f as the second sort (in A - >Z order), and Date 
the third sort (in 1 - >9 order). 


This will alphabetize subtotals by employee, and records for 
be sorted in ascending order by date in our report. 


each employee will 



D Click the Sort button. 


□ Open the report window if you closed it earlier. 


□ 


Choose New Report from the File 
from the last report criteria to the 


menu to reset the report window 
sort criteria you just specified. 


































Figure 4-8. Part of an end-of-quarter payroll 
summary report 


Date 


Last Name 


Oct 31. 1985 


AUendorfer 

Andrews 

Beamon 

Brooks 

Bruce 

Davis 

Genorlo 

Greenbrier 

Hazelton 

Justice 

Larkin 

Lei 

McDonald 

McFadden 

Norris 

Oliver 

Salieri 

Spencer 

Zook 


Nov 30, 1985 


First Hsms Wo. of Hours Hourlu Roto -§ r0 «» l *«l t 


Barbara 

Kaaren 

Jason 

Karen 

Jock 

Kate 

Angelo 

Victor 

Andrew 

Suzanne 

Francis 

Mike 

Tiffany 

Heather 

Sheila 

Joe 

Hardy 

Sharon 

Tracy 

Dorl 


AUendorfer 

Barbara 

Andrews 

Kaaren 

Beaman 

Jason 

Brooks 

Karen 

Bruce 

Jack 

Davie 

Kate 


130 

144 
150 
BO 
160 
137 
160 
160 
160 
155 
160 
i is 
160 
85 
160 
140 
160 
160 
160 
90 


$ 6.00 

$4.85 

$6.25 

$6.25 

$6.25 

$5.90 

$15.33 

$15.62 

$ 6.00 

$7.20 

$5.90 

$6.40 

$6.25 

$ 6.00 

$11.46 

$4.60 

$6.65 

$10.94 

$6.75 

$6.25 


100 

140 

148 

90 

160 

144 


$780.00 

$698.40 

$937.50 

$500.00 

$1,000.00 

$808.30 

$2,452.80 

$2,499.20 

$960.00 

$1,116.00 

$944.00 

$736.00 

$ 1 , 000.00 

$510.00 

$1,833.60 

$644.00 

$1,064.00 

$1,750.40 

$1,080.00 

$562.50 


Tatal for Oct 31, 1905: $21,876.70 


$ 6.00 

$4.85 

$6.25 

$6.25 

$6.25 

$5.90 


$600.00 

$679.00 

$925.00 

$562.50 

$ 1 , 000.00 

$849.60 


page not shown 


I 




Date 

Lost Noma 

First Name 

No. of Hours Hourly 

Rate 

Gross Pay 

Dec 31, 1985 

Lei 

McDonald 

McFadden 

Norris 

Oliver 

Parker 

Salieri 

Spencer 

Zook 

Tiffany 

Heather 

Sheila 

Joe 

Hardy 

Peter 

Sharon 

Tracy 

Dorl 

160 

82 

160 

140 

160 

87 

160 

160 

80 

Total for Dac 31, 

$6.25 
$6.00 
$11.46 
$4.60 
$6.65 
$5.00 
$10.94 
$6.75 
$6.25 
. 1985: 

$ 1,000.00 

$492.00 

$1,833.60 

$644.00 

$1,064.00 

$435.00 

$1,750.40 

$1,080.00 

$500.00 

$21,942.30 





Total: 

$65,524.40 


continued 






























continued 


Withholding 

$80.30 

$68.30 

$68.80 

$7.20 

$ 122.10 

$48.80 

$250.60 

$259.40 

$63.60 

$105.60 

$68.80 

$49.30 

$106.20 

$39.80 

$202.90 

$62.30 

$53.20 

$161.00 

$105.60 

$24,40 

$1,948.20 " 


FICA Total Total Deductions 


FICA 

$54.99 
$49.24 
$66.09 
$35.25 
$70.50 
$56.99 
$172.92 
$176.19 
$67.68 
$78.68 
$66.55 
$51.89 
$70.50 
$35.96 
$129.27 
$45.40 
$75.01 
$123.40 
$76.14 
$39,66 
$1,542.31 “ 


$109.98 

$98.47 

$132.19 

$70.50 
$141.00 
$1 13.97 
$345.84 
$352.39 
$135.36 
$157.36 
$133.10 
$103.78 
$141.00 
$71.91 
$258.54 
$90.80 
$150.02 
$246.81 
$152.28 
$79.31 

$3,084.61 " 


$135.29 
$ 1 17.54 
$134.89 
$42.45 
$192.60 
$105.79 
$423.52 
$435.59 
$131.28 
$184.28 
$135.35 
$101.19 
$176.70 
$75.76 
$332.17 
$107.70 
$128.21 
$284.40 
$181.74 
$64,06 
$3,490.51 " 


Net Pag 

$644.71 
$580.86 
$802.61 
$457.55 
$807.40 
$702.51 
$2,029.28 
$2,063.61 
$828.72 
$931.72 
$808.65 
$634.81 
$823.30 
$434.25 
$1,501.43 
$536.30 
$935.79 
$1,466.00 
$898.26 
$498.44 

$18,386.19 


$56.30 

$62.30 

$68.80 

$14.40 

$ 122.10 

$54.80 


$42.30 

$47.87 

$65.21 

$39.66 

$70.50 

$59.90 


$84.60 
$95.74 
$130.43 
$79.31 
$141.00 
$1 19.79 


$98.60 

$501.40 

$1 10.17 

$568.83 

$134.01 

$790.99 

$54.06 

$508.44 

$192.60 

$807.40 

$1 14.70 

$734.90 


page not shown 


Withholding 

FICA 

$106.20 

$70.50 

$36.80 

$34.69 

$202.90 

$129.27 

$62.30 

$45.40 

$53.20 

$75.01 

$27.80 

$30.67 

$161.00 

$123.40 

$105.60 

$76.14 

$17.20 

$35.25 

$1,921.00 

$1,546.93 


FICA Total Total Deductions 

$141.00 $176.70 

$69.37 $71.49 

$258.54 $332.17 

$90.80 $107.70 

$150.02 $128.21 

$61.34 $58.47 

$246.81 $284.40 

$152.28 $181.74 

* 7 <>-50 _ $52.45 

$3,093.86 $3,467.93 


Net Pay 

$823.30 
$420.51 
$1,501.43 
$536.30 
$935.79 
$376.53 
$ 1,466.00 
$898.26 
$447,55 

$18,474.37 


$4,619.47 


$9,238.94 


$10,440.47 


$55,083.93 


$5,821.00 
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SECTION TWO Personnel and Payroll: Genorio’s Deh 


If you scroll all the way to the left, your report window will now look like this: 



□ Add totals in the By Last Name and Grand rows for the following 
columns: 

Gross Pay 

Withholding 

FICA 

FICA Total 
Total Deductions 
Net Pay 



□ Widen the Total Deductions heading just as you did for the monthly 
report so it can be seen on the report. 
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□ Then preview the report. 

.t“3wo S X». '°° k !imM " r “ ,he °” f ° r Gen ° ri °' S ShOW " in Fi * Ure 4 - 9 °" 

□ If it looks the way you want it to, save it using the Save Report As 
command from the File menu, and name it Employee Report. 

Now both reports are saved on the Payroll Master disk. Each month 
w en you want to print a report, simply open the report window by choosing 

th?p r i '' from ‘ he Organize menu, choose the Open Report... command from 
the File menu, double-click on the name of the report you want, and print. 

Doing Monthly Payroll 

The following are the payroll tasks you’ll do each month: 

• If you’ve hired any new employees or if any employees have left 
update the personnel datafile and the Payroll Skeleton datafile. ’ 

• Make a copy of the Payroll Skeleton datafile to use to enter the 
current month’s data. 

• Rename the copy to reflect the current pay period and enter your 

monthly payroll information. 7 

• Copy data from the current month into the Payroll Master datafile. 

• Print a monthly report, a cumulative monthly report, and an 
employee report. 

When you first start using File for payroll, you can use this list as a check¬ 
list when you do payroll each month. 


Updating the Personnel and Skeleton Datafiles 

If the employees you’re paying this month are exactly the same as the ones 
you paid last month, you can omit this step. Complete this step only if you’ve 
added new employees, lost any old ones, or changed the status of any employee 
through promotion or pay raise. p 7 

To add new employees: 

□ Open the personnel datafile. 

□ If necessary, hold down the Command key and press T to toggle 
from the View 2 form (payroll) to the View 1 form (personnel) 

D ^ dd ^ ne ^. em P lo yee information to the end of the personnel 
datafile by clicking an insertion point in the first field of the new 
record and typing it in. 

□ Hold down the Command key and press T to toggle to the View 

W'Hkk 1 w ayr °A n 3nd Cnter the new em P lo y ee ’s Hourly Rate and 
Withholding Allowances. 

a Select the entire new employee record by clicking on the record 

,he ciipb “" 1 * “p* cop. 
















Figure 4-9. Part of a monthly report by employee 
for Genorio’s Deli 


Last Name 

Allendorfer 

Andrews 

Beeman 

Brooks 

Bruce 


Davis 

Kate 

Oct 31, 1985 

Genorlo 

Angela 

Victor 

Oct 31, 1985 
Oct 31, 1985 

Greenbrier 

Andrew 

Oct 31, 1985 

Hazelton 

Suzanne 

Oct 31, 1985 


144 $4.85 

Total for Andrews: 

$698.40 

$698.40 

150 $6.25 

Total for Beamon: 

$937.50 

$937.50 

80 $6.25 

$500. 

00 

Total for Brooks: 

$500. 

00 

160 $6.25 

o 

o 

o 

V* 

.00 

Total for Bruce: 

o 

o 

©_ 

** 

.00 


137 $5.90 $808.30 

Total for Davis: $808.30 


160 

$15.33 

$2,452 

.80 

160 

$15.62 

$2,499 

L20 

Total for Genorlo: 

$4,952.00 

160 

$6.00 

$960.00 

Total for Greenbrier: 

$960.00 

155 

$7.20 

$1,116.00 

Totel for Hazelton: 

$1,116.00 


r1r - Wo. of Hour* Hour)« Rat. 

- 130 $6.00 _ $780.00 

Total for Allendorfer. $780 00 


Barbara 


Kaaren 


Jason 


Karen 


Jack 


Oct 31, 1985 

Oct 31, 1985 

Oct 31, 1985 

Oct 31, 1985 
Oct 31, 1985 


page not shown 


Last Name First Name 

Zook Dorl 


Date No. of Hours Hourly Rate 

Oct 31, 1985 90 $6.25 

Total for Zook: 

Total 


Gross Pay 

$562.50 

$562.50 

$21,876.70 


continued 

















































continued 


Withholding 

$80.30 

FICA 

$54 99 

FICA Total 

Total Deductions 

Net Pag 

$80.30 

$54.99 

$ 109.98 

$109.98 

$135.29 

$135.29 

$644.71 

$644.71 

$68.30 

$49.24 

$98.47 

$117.54 

$580.86 

$68.30 

$49.24 

$98.47 

$117.54 

$560.86 

$68.80 

$66.09 

$132.19 

$134.89 

$802.61 

$68.80 

$66.09 

$132.19 

$134.89 

$802.61 

$7.20 

$35.25 

$70.50 

$42.45 

$457.55 

$7.20 

$35.25 

$70.50 

$42.45 

$457.55 

$122.10 

$70.50 

$141.00 

$192.60 

$807.40 

$122.10 

$70.50 

$141.00 

$192.60 

$807.40 

$48.80 

$56.99 

$1 13.97 

$105.79 

$702.51 

$48.80 

$56.99 

$1 13.97 

$105.79 

$702.51 

$250.60 

$259.40 

$172.92 

$176.19 

$345.84 

$352.39 

$423.52 

$435.59 

$2,029.28 

$2,063.61 

$510.00 

$349.12 

$698.23 

$859.12 

$4,092.88 

$63.60 

$67.68 

$135.36 

$131.28 

$828.72 

$63.60 

$67.68 

$135.36 

$131.28 

$828.72 

$105.60 

$78.68 

$157.36 

$184.28 

$931.72 

$105.60 

$78.68 

$157.36 

$184.28 

$931.72 


page not shown 


Withholding 

$24.40 

$24.40 

$1,948.20 


FICA 


Total Total Deductions 


Wot Pag 


$39.66 _ $79.31 

$39.66 $79.31 


$64.06 $498.44 

$64.06 $498.44 


$1,542.31 $3,084.61 


$3,490.51 $18,386.19 


l 
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SECTION TWO Personnel and Payroll: Genorio’s Deli 



□ Choose Open Datafile... from the File menu and open the Payroll 
Skeleton datafile, select the new record by clicking in the New box 
in front of it, and choose Paste from the Edit menu. 

You’ll see this dialog box: 


Paste ualues into fields: 
©Byname O By position 


[Cancel) 


Because each field name is the same as in our personnel datafile, you can use 
the default option (By Name) to paste each field in the Clipboard into the fields 
of the new record by corresponding field names, 
a Click the OK button. 

File pastes the new employee information in the new record slot by name. 


a=rn==========-' ==. Paijroll Skeleton ~ 

— 

— 

Last Name 

First Name 

Street Address 

Citu. Sta 1 { 

7 

Beaman 

Jason 

419 Queen Anne Ave. 

Seattle, WA | 

8 

Genorio 

Victor 

603 1st Ave. 

Seattle, WA j; 

9 

Genorio 

Angela 

603 1st Ave. 

Seattle, WA ;j 

10 

Salieri 

Sharon 

717 Campbell 

Mukilteo, WJi 

1 1 

Bruce 

Jack 

5102 Pecks Drive 

Seattle, WA' 

12 

Justice 

Francis 

6063 Gatehouse 

Mukilteo, WJ 

13 

Hazelton 

Suzanne 

8017 - 52nd S.W. 

Seattle, WA j 


Allendorfer 

Barbara 

404 Ocean 

Seattle, WA 

15 

Larkin 

Mike 

6291 - 8th Ave. 

Mukilteo, Wi 

16 

Davis 

Kate 

2012 - 23rd Ave. 

Mukilteo, W* 

17 

McDonald 

Heather 

212 Cedar 

Mukilteo, Vii 

18 

Lei 

Tiffany 

6022 - 12th Dr. 

Mukilteo, W / 

19 

Oliver 

Hardy 

3315 Sound Vista 

Seattle, WA 

20 

Spencer 

Tracy 

2075 33rd Ave. W. 

Seattle, WA 

21 

Parker 

Peter 

5795 Webster Ave. 

Seattle, WA 
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To delete employee information: 

a Open the personnel datafile. Select the record for the employee 
information you’re deleting by clicking on the record number. 

D Press the Backspace key. 

A dialog box appears, asking you to confirm that you want to delete the record. 



□ Click the OK button and that employee’s information is removed 
from the personnel datable. 

□ Load the skeleton datable. Select the record you wish to delete. 

Press the Backspace key. 

Making a Copy of the Skeleton 

Each month, you need to make a copy of the Payroll Skeleton datafile 
you ve just completed. This will leave the skeleton intact so you can use it each 
month to give you a datafile to use for the current month’s payroll. We’ll name 
the copy November Payroll ’85. 

□ Quit File by choosing Quit from the File menu. 

□ On the Macintosh desktop, click on the Payroll Skeleton datafile 
icon to select it. 

□ Choose Duplicate from the File menu. 

□ Name the new file (currently highlighted and called Copy of Pay¬ 
roll Skeleton) November Payroll ’85 (or December Payroll ’85 or 
January Payroll ’86) by typing the new name. Press Return. 

Entering Monthly Payroll Information 

Now load this new file and add the payroll information for the new month 
(in our example, November). 

□ Double-click on the November Payroll ’85 icon to open your current 
month’s payroll file. 

□ Add payroll information to the empty fields. 

Remember that you can use Command-hyphen to enter the current date from 
t e Macintosh system calendar and Command-apostrophe to copy information 
from the same held in the previous record. 
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SECTION TWO Personnel and Payroll: Cenorio’s Deli 


Copying Current Information to the Payroll Master 

The Clipboard is used to transfer information between datafiles. Select the 
records you want to copy, copy them into the Clipboard, open the Payroll Master 
datafile, and paste them in. 

□ Click on any record number (but not the New record number box), 
then choose the Select All command from the Edit menu. 

□ Choose Copy from the Edit menu. 

If you want to be sure these records were actually copied to the Clipboard, 
choose Show Clipboard from the Edit menu. You should see a message like this: 


wnm Clipboard — 

20 records 

& 

*r . . 

a 


□ Now choose Open Datafile... from the File menu. 

The Payroll Master datafile is on a different disk. 

□ Click the Eject button. 

□ Insert the Payroll Master disk and double-click on Payroll 
Master -1985 to open it. 

□ Scroll to the New record box at the bottom of your payroll master 
datafile and click on the word New. 


This selects the entire new record as the place to start pasting. 
□ Choose Paste from the Edit menu. 




Payroll Master - 1985 1 





Date 

Last Name 

First Name 

No. of Hours 

Hourlu 

O 

6 

Oct 31, 1985 

Brooks 

Karen 

80 



7 

Oct 31, 1985 

Beaman 

Jason 

150 



8 

Oct 31, 1985 

Genorio 

Victor 

160 

$ 

; ; : 

9 

Oct 31, 1985 

Genorio 

Angela 

160 

$ 

— 

to 

Oct 31, 1985 

Salieri 

Sharon 

160 

I 


1 1 

Oct 31, 1985 

Bruce 

Jack 

160 



12 

Oct 31, 1985 

Justice 

Francis 

160 



13 

Oct 31, 1985 

Hazelton 

Suzanne 

155 



14 

Oct 31, 1985 

Allendorfer 

Barbara 

130] 



15 

Oct 31, 1985 

Larkin 

Mike 

1 15 



16 

Oct 31, 1985 

Davis 

Kate 

137 



17 

Oct 31, 1985 

McDonald 

Heather 

85 



18 

Oct 31, 1985 

Lei 

Tiffany 

160 



19 

Oct 31, 1985 

Oliver 

Hardy 

160 



20 

Oct 31, 1985 

ISpencer 

Tracy 

160 


ii: 

20? 




■ ••••.. |g 

8 
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You’ll see the dialog box: 



□ Click OK. 

As if by magic, your current month’s payroll records are then pasted into 
the Payroll Master datafile, beginning at the New record position. 

□ Scroll up to see that the new payroll records were pasted in. 


* File Edit Form Organize 



Date 

— Payroll 

Last Name 

Master - 1985 
First Name 

No. of Hours 

Hourl u 


25 

Nov 30, 1985 

McFadden 

Sheila 

160 


26 

Nov 30, 1985 

Brooks 

Karen 

90 



27 

Nov 30, 1985 

Beaman 

Jason 

148 



28 

Nov 30, 1985 

Genorio 

Victor 

160 

$ 

29 

Nov 30, 1985 

Genorio 

Angela 

160 

$ 

3 0 

Nov 30, 1985 

Salieri 

Sharon 

160 

$ 


3 1 

Nov 30, 1985 

Bruce 

Jack 

160 


32 

Nov 30, 1985 

Justice 

Francis 

160 


3 3 

Nov 30, 1985 

Hazelton 

Suzanne 

130 



34 

Nov 30, 1985 

Allendorfer 

Barbara 

100 


3 5 

Nov 30, 1985 

Larkin 

"Mike 

150 


36 

Nov 30, 1985 

Davis 

Kate 

144 


37 

Nov 30, 1985 

McDonald 

Heather 

85 


38 

Nov 30, 1985 

Lei 

Tiffany 

160 



39 

Nov 30, 1985 

Oliver 

Hardy 

160 


40 

Nov 30, 1985 

Spencer 

Tr^CU 

160 


s 

40/40 ^i ' 






Printing Reports 

Now you can use File to print three reports: a payroll report with infor¬ 
mation for the current month, a cumulative payroll report, and a cumulative 
employee report. Each month you’ll want to run a payroll report for that month, 
but you’ll probably only need to do the cumulative payroll and cumulative em¬ 
ployee reports at the end of each quarter when you need the information for 
quarterly tax reporting. 

□ Choose Report... from the Organize menu. 

□ Choose Open Report... from the File menu. 

o Double-click on Monthly Report to open it. 

To print a report with only the current month’s information: 

□ Choose Find... from the Organize menu. 

□ In the Date field, type the name of the current month followed by 
an asterisk ( *). Be sure to type the name of the month exacdy as 
it’s displayed in the datafile window. 
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SECTION TWO Personnel and Payroll: Genorio’s Deli 



□ Click the Find button. 

This will find all records for November. 

If you want to check the report before you print it, click on the Preview 
button to see a payroll report for the current month on your screen. Click Done 
to end the preview. 

□ Choose Print Report... from the File menu. When the dialog box 
appears, click the OK button and your report will start printing. 

A sample current monthly payroll report is shown in Figure 4-10. 

To print a cumulative monthly report: 

□ Choose Show All Records from the Organize menu. 

If you want to check the report before printing it, click on the Preview 
button to see the cumulative monthly report, then click Done. 

□ Choose Print Report... from the File menu and click the 
OK button. 

A sample cumulative monthly report is shown in Figure 4-11. 

To print a cumulative employee report: 

□ Choose Open Report... from the File menu. 

□ Double-click on Employee Report. 

If you want to check the report before printing it, click the preview button 
to check the report before you print, then click Done. 

□ Choose Print Report... from the File menu and click the 
OK button. 

A sample cumulative employee report is shown in Figure 4-12. 

That’s all there is to doing payroll each month. As you can see, it’s pretty 
simple and eminently faster than doing the same tasks by hand. 

As you continue to work with your payroll and personnel datafiles, you 11 
continue to add new fields, change fields, and customize information until you 
get what works best for you. Datafiles are not created once and for all; they grow, 
and yours will continue to evolve with you and your business. 























Figure 4-10. A sample current monthly payroll report 


Date 


Nov 30, 1985 


j ^ gt 1,81,16 - First Name Wo. of Hours Houn.i Rate 

Ilendorfer n*rh«rs ... - - 


Allendorfer 

Andrews 

Beaman 

Brooks 

Bruce 

Davis 

Genorlo 

Greenbrier 

Hazelton 

Justice 

Larkin 

Lei 

McDonald 

McFadden 

Norris 

Oliver 

Parker 

Salieri 

Spencer 


Barbara 

Kearen 

Jason 

Karen 

Jack 

Kate 

Angela 

Victor 

Andrew 

Suzanne 

Francis 

Mike 

Tiffany 

Heather 

Sheila 

Joe 

Hardy 

Peter 

Sharon 

Tracy 


100 
140 
148 
90 
160 
144 
160 
160 
160 
130 
160 
150 
160 
85 
160 
133 
160 
90 
160 
160 

Total for Nov 30, 1985: 


$6.00 

$600.00 

$4.85 

$679.00 

$6.25 

$925.00 

$6.25 

$562.50 

$6.25 

$1,000.00 

$5.90 

$849.60 

$15.33 

$2,452.80 

$15.62 

$2,499.20 

$6.00 

$960.00 

$7.20 

$936.00 

$5.90 

$944.00 

$6.40 

$960.00 

$6.25 

$1,000.00 

$6.00 

$510.00 

$11.46 

$1,833.60 

$4.60 

$611.80 

$6.65 

$1,064.00 

$5.00 

$450.00 

$10.94 

$1,750.40 

$6.75 

$1,080.00 


$21,667.90 


Total: $21,667.90 


continued 


Wi thholding -FICA FICA Total Tn.m .., p 

556.30 KAO ta #04 __- — " ■ » 


$56.30 

$62.30 

$68.80 

$14.40 

$ 122.10 

$54.80 

$250.60 

$259.40 

$63.60 

$105.60 

$66.80 

$85.30 

$106.20 

$39.80 

$202.90 

$56.30 

$53.20 

$30.80 

$161.00 

$105.60 


$1,967.80 


$42.30 

$47.87 

$65.21 

$39.66 

$70.50 

$59.90 

$172.92 

$176.19 

$67.68 

$65.99 

$66.55 

$67.68 

$70.50 

$35.96 

$129.27 

$43.13 

$75.01 

$31.73 

$123.40 

$76.14 


$84.60 

$95.74 
$130.43 
$79.31 
$141.00 
$119.79 
$345.84 
$352.39 
$135.36 
$131.98 
$133.10 
$135.36 
$141.00 
$71.91 
$258.54 
$66.26 
$150.02 
$63.45 
$246.81 
$152.28 


$1,527.59 


$3,055.17 ' 


$98.60 
$110.17 
$134.01 
$54.06 
$192.60 
$114.70 
$423.52 
$435.59 
$131.28 
$171.59 
$135.35 
$152.96 
$176.70 
$75.76 
$332.17 
$99.43 
$128.21 
$62.53 
$284.40 
$181.74 


$501.40 

$568.83 

$790.99 

$508.44 

$807.40 

$734.90 

$2,029.28 

$2,063.61 

$828.72 

$764.41 

$808.65 

$807.02 

$823.30 

$434.25 

$1,501.43 

$512.37 

$935.79 

$387.48 

$1,466.00 

$898.26 


$3,495.39 $18,172.51 


$1,967.80 


$1,527.59 


$3,055.17 


$3,495.39 $18,172.51 














































Figure 4-11. Part of a sample cumulative monthly report 


Date _ Last Name First Name 

Oct 31, 1985 Allendorfer Barbara 

Andrews Kaaren 

Beaman Jason 

Brooks Karen 

Bruce Jock 

Davis Kate 

Genorlo Angela 

Victor 

Greenbrier Andrew 

Hazelton Suzanne 

Justice Francis 

Larkin Mike 

Lei Tiffany 

McDonald Heather 

McFadden Sheila 

Norris Joe 

Oliver Hardy 

Salieri Sharon 

Spencer Tracy 

Zook Dorl 


Nov 30, 1985 Allendorfer Barbara 

Andrews Kaaren 

Beaman Jason 

Brooks Karen 

Bruce Jock 

Davis Kate 


No. of Hours Hourly Rate Gross Pay 


130 

$6.00 

$780.00 

144 

$4.85 

$698.40 

150 

$6.25 

$937.50 

80 

$6.25 

$500.00 

160 

$6.25 

$1,000.00 

137 

$5.90 

$808.30 

160 

$15.33 

$2,452.80 

160 

$15.62 

$2,499.20 

160 

$6.00 

$960.00 

155 

$7.20 

$1,116.00 

160 

$5.90 

$944.00 

1 15 

$6.40 

$736.00 

160 

$6.25 

$1,000.00 

85 

$6.00 

$510.00 

160 

$1 1.46 

$1,833.60 

140 

$4.60 

$644.00 

160 

$6.65 

$1,064.00 

160 

$10.94 

$1,750.40 

160 

$6.75 

$1,080.00 

90 

$6.25 

$562.50 

Total for Oct 31 

, 1985. 

$21,876.70 

100 

$6.00 

$600.00 

140 

$4.85 

$679.00 

148 

$6.25 

$925.00 

90 

$6.25 

$562.50 

160 

$6.25 

$1,000.00 

144 

$5.90 

$849.60 


page not shown 


Date _ Lest Name 

Dec 31, 1985 Lei 

McDonald 

McFadden 

Norris 

Oliver 

Parker 

Salieri 

Spencer 

Zook 


First Name No. of Hours 


Tiffany 

160 

Heather 

82 

Sheila 

160 

Joe 

140 

Hardy 

160 

Peter 

87 

Sharon 

160 

Tracy 

160 

Dorl 

80 


Total for 


Hourlu Rate 

Gross Pay 

$6.25 

$1,000.00 

$6.00 

$492.00 

$1 1.46 

$1,833.60 

$4.60 

$644.00 

$6.65 

$1,064.00 

$5.00 

$435.00 

$10.94 

$1,750.40 

$6.75 

$1,080.00 

$6.25 

$500.00 

Dec 31, 1985: 

$21,942.30 

Total: 

$65,524.40 


continued 








































continued 


Withholding 

$00.30 

$68.30 

$68.80 

$7.20 

$ 122.10 

$48.80 

$250.60 

$259.40 

$63.60 

$105.60 

$68.80 

$49.30 

$106.20 

$39.80 

$202.90 

$62.30 

$53.20 

$161.00 

$105.60 

$24.40 

$1,948.20 " 


FICA Total Total Deductions 


FICA 

$54.99 
$49.24 
$66.09 
$35.25 
$70.50 
$56.99 
$172.92 
$176.19 
$67.68 
$78.68 
$66.55 
$51.89 
$70.50 
$35.96 
$129.27 
$45.40 
$75.01 
$123.40 
$76.14 
$39.66 
$1,542.31 " 


$109.98 

$98.47 

$132.19 

$70.50 
$141.00 
$1 13.97 
$345.84 
$352.39 
$135.36 
$157.36 
$133.10 
$103.78 
$141.00 
$71.91 
$258.54 
$90.80 
$150.02 
$246.81 
$152.28 
$79.31 

$3,004.61 “ 


$135.29 
$117.54 
$134.89 
$42.45 
$192.60 
$105.79 
$423.52 
$435.59 
$131.28 
$184.28 
$135.35 
$101.19 
$176.70 
$75.76 
$332.17 
$107.70 
$128.21 
$284.40 
$181.74 
$64.06 
$3,490.51 " 


Hat Paii 

$644.71 
$580.86 
$ 002.61 
$457.55 
$807.40 
$702.51 
$2,029.28 
$2,063.61 
$828.72 
$931.72 
$808.65 
$634.81 
$823.30 
$434.25 
$1,501.43 
$536.30 
$935.79 
$1,466.00 
$898.26 
$498.44 

$18,386.19 


$56.30 

$62.30 

$68.80 

$14.40 

$ 122.10 

$54.80 


$42.30 

$47.87 

$65.21 

$39.66 

$70.50 

$59.90 


$84.60 
$95.74 
$130.43 
$79.31 
$141.00 
$1 19.79 


$98.60 

$501.40 

$110.17 

$568.83 

$134.01 

$790.99 

$54.06 

$508.44 

$192.60 

$807.40 

$114.70 

$734.90 


page not shown 


Withholding 

$106.20 

$36.80 

$202.90 

$62.30 

$53.20 

$27.80 

$161.00 

$105.60 

$17.20 

$1,921.00 


$30.67 $61.34 

$123.40 $246.81 

$76.14 $152.28 

$35.25 _ $70.50 

$1,546.93 $3,093.86 

$4,619.47 $9,238.94 


Net Pay 

$823.30 
$420.51 
$1,501.43 
$536.30 
$935.79 
$376.53 
$1,466.00 
$890.26 
$447.55 

$18,474.37 

$ 10,440.47 $55,083.93 


$70.50 

$34.69 

$129.27 

$45.40 


FICA Total 

$141.00 

$69.37 

$258.54 

$90.80 


Total Deductions 

$176.70 
$71.49 
$332.17 
$107.70 
$ 128.21 
$50.47 
$284.40 
$181.74 
$52.45 


$3,467.93 


$5,821.00 


































Figure 4-12. Part of a sample cumulative employee report 


Last Name 


First Name Data No. of Hours Hourlg Rats- Gross Pa jj 


Allendorler 


Andrews 


Beamon 


Barbara 


Koaren 


Jason 


Brooks Karen 


Bruce Jock 


Davis Kate 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 


130 

$6.00 

$780.00 

100 

$6.00 

$600.00 

1 12 

$6.00 

$672.00 

Total for Allendorfor: 

$2,052.00 

144 

$4.85 

$698.40 

140 

$4.85 

$679.00 

139 

$4.85 

$674.15 

Total for Andrews: 

$2,051.55 

150 

$6.25 

$937.50 

148 

$6.25 

$925.00 

155 

$6.25 

$968.75 

Total 

for Beaman: 

$2,831.25 

80 

$6.25 

$500.00 

90 

$6.25 

$562.50 

88 

$6.25 

$550.00 

Total for Brooke: 

$1,612.50 

160 

$6.25 

$1,000.00 

160 

$6.25 

$1,000.00 

160 

$6.25 

$1,000.00 

Total for Bruce: 

$3,000.00 

137 

$5.90 

$808.30 

144 

$5.90 

$849.60 


page not shown 


LastNams ..- Wo. of Hours Ho«rl M Rat.- Gross Pgi 


Salieri 


Spencer 


Zook 


Sharon 


Tracy 


Dorl 


Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Oct 31, 1985 
Nov 30, 1985 
Dec 31, 1985 


Total for Oliver. 

87 $5.00 _ 

Total for Parker. 

160 $10.94 

160 $10.94 

160 $10.94 _ 

Total for Salieri: 

160 $6.75 

160 $6.75 

160 $6.75 _ 

Total for Spencer: 

90 $6.25 

78 $6.25 

80 $6.25 

Total for Zook: 


$3,192.00 

$435.00 

$435.00 

$1,750.40 

$1,750.40 

$1,750.40 

$5,251.20 

$1,080.00 

$1,080.00 

$1,080.00 

$3,240.00 

$562.50 

$487.50 

$500.00 

$1,550.00 


Total: $65,524.40 


continued 




























































































Three years ago when Gus Sprocket purchased the FreeWheeler bike shop, he had 
inventory and ordering under control. He had worked in the store for two years, knew 
the inventory, and his manual system worked pretty well: His repair people kept needs 
lists” for parts, and he could order accessories by merely glancing around the shop and 
noting stock that was low. 

But ordering and tracking inventory isn’t as easy as that anymore. FreeWheeler is 
doing a higher volume of business, with almost double its inventory of three years ago. Gus 
has also opened another store, Northwest Pedaler, and formed a corporation called Cycles 
Unlimited. What he needs is a good system for keeping track of his inventory—what he 
has in stock, what he’s sold, and what needs to be ordered. That way he can see which 
items are his best-sellers, which may be overstocked and should be put on sale, and which 
aren’t selling and should be discontinued. Gus needs to know which location currently has 
which items, and when orders come in, which orders should be shipped to which location. 

Inventory and ordering have become too cumbersome to do manually, so Gus 
would like some help from File and the Mac. And thats what this section does. It shows 
how Gus computerized his inventory and ordering information. Chapter 5 gives step-by- 
step instructions for creating an inventory log for FreeWheeler and Northwest Pedaler. An 
inventory log gives Gus a historical record of all transactions made at each location 
starting inventory, sales, and orders. At any time, he can use this log to determine the 
current inventory level of any item, and know not only what he has in stock, but also 
how much it’s worth. 

Chapter 6 gives step-by-step instructions for making an order log. An order log is 
a list of current inventory levels at each location. It also contains a restock-level field, Gus 
compares the inventory level to the restock level, so he easily knows when to reorder. Then 
he transfers this information to an order form he creates using File, prints it out, and its 
ready to mail to his suppliers. Gus can also use this order log for printing sales sheets for 
his sales staff to use so they know which items the stores stock in case they can t locate a 
particular item or it is currently out of stock. 

There are some limitations to doing inventory tracking on a small computer. In 
our Cycles Unlimited example, we’re assuming a Macintosh with two disk drives and an 
inventory of200 items. We’re also assuming about 200 transactions a month. In this 
hypothetical situation, we might get six months’ worth of inventory data on one disk. At 
that point we’d need to start a new disk for the next six-month period and re-enter current 
inventory levels. Re-entering information is a chore, but it seems reasonable twice a year 
and is certainly preferable to a manual system. But if you have an inventory much larger 
than this, re-entering your inventory every month, for example, would not be reasonable. 
If your inventory is much larger, the only reasonable alternative is to add a hard disk to 
your Macintosh. 













To start computerizing the inventory for Cycles Unlimited, Gus Sprocket 
first makes a list of the categories of inventory information he wants to record. 
Next he creates an inventory form and enters his initial inventory in his inven¬ 
tory datafile. He then records daily transactions so he gets some practice using 
the inventory system. Then he uses the transaction information to generate re¬ 
ports so he can distribute up-to-the-minute inventory information to his staff 
at any time. He copies monthly totals to a master inventory (in case anything 
happens to his information, he has another record in a different place). Finally, 
he updates the inventory, adding and deleting items as necessary. In six months, 
when his inventory disk is full, he starts a new six months’ inventory disk. To set 
up an inventory system for your own business, you’ll need to go through these 
same steps, which are described in detail in this chapter. 

We’ve put together the following list of fields for Cycles Unlimited. Most 
likely you will need at least these fields for your own business, and you may need 
to add additional fields for specialized needs. For example, if your inventory has 
a lot of small parts, you may wish to add a field called Bin Number that specifies 
exactly where each part is kept. 

Here are the fields for the bike shops’ inventory form: 

• Description 

This field identifies the items in the inventory. No two parts should have the 
same description. 

• Cost 

This field contains the wholesale price of the item at the time of the trans¬ 
action-initial inventory, sale, or order. Since the price is kept with each entry, 
you can find all entries of a particular part to see how the price has changed. 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


• Sale 

If the transaction is a sale, use this field to record the number of items sold. 

• Order 

If the transaction is an order from a supplier, use this field to record the number 
of items received in the order. 

• Init 

When you first computerize your inventory, this number field contains the num¬ 
ber of items you have on hand—init stands for initial inventory. 

• Quantity 

This is a computed number field that contains a positive value if the transac¬ 
tion was an order or initial inventory and a negative value if the transaction was 
a sale. In the inventory report, this field has the information so the report can 
display the quantity of any item on hand at any time. 

• Total Cost 

This computed number field multiplies the Quantity field times the Cost field for 
each record and produces a positive value for initial inventory and orders and a 
negative value for sales. This enables you to produce a report showing the 
current dollar value of inventory at any time. 

• Date 

This field contains the transaction date. 

• Location 

This field contains the initials for the store initiating the transaction (FW stands 
for FreeWheeler and NWP for Northwest Pedaler). The Location field allows you 
to track inventory by location. 

If this is your first time using an inventory system, you may want to start 
with a list of fields similar to this. Use this system for a month or two and see 
how it works. File lets you add fields you find out you need at any time or delete 
those you’re finding not useful. 

Making the Inventory Form 

The first step in creating any datafile is to make the form. For his inven¬ 
tory log, Gus is using File’s default List Helper form to create the form shown 
in Figure 5-1. 

Because it’s already built into File, making the List Helper form requires 
you only to enter field names and their information types, and then format 
them. List Helper is a good form to use when entering a lot of information, 
which is what you need to do with an inventory log. Because fields are arranged 
horizontally, you can start entering information in the next field of a record sim¬ 
ply by pressing Return to move to the right. 













CHAPTER 5 Inventory 


Figure 5-1. The inventory log form for Cycles Unlimited 
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a 


□ Start File by double-clicking on the File icon on the Macintosh 
desktop. 

Be sure you have a blank, initialized disk in your second drive. We’ll call 
this disk Inventory Data. 

□ Type Inventory Log for the name of the new datable in the dialog 
box, click the Drive button if necessary so File saves it on your data 
disk, and click the New button. 


Name for Nem Datafile: 
| Inuentory Log) 

or Select a Datafile: 


'O 




Nem r 


Inuentory Data 

1 Oden 1 1 Eject 1 
| Cancel ] [ Driue ] 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


Doing this tells File this is a new datafile named Inventory Log that you want 
saved on the data disk named Inventory Data in the second drive. 

Entering Field Headings 

Now you need to enter the Inventory Log field headings one at a time and 
designate the information type for each field. 

□ Type Description (the name of the first field) and press Return. 



You’ll see a dialog box asking you to select an information type for that field. File 
proposes Text as the information type (indicated by the filled button in front of 
the word Text). You can either click OK or press Return again to accept the pro¬ 
posed information type. Pressing Return twice after typing the field name is 
File’s shortcut for formatting text fields. 

□ Type Cost (the second field) and press Return once. 

Cost has the information type Number. 

When the dialog box appears, click the Number button and then OK. 

Form 



Instead of clicking the Number button and OK, you can simply press the N key 
(for Number) and then Return. Either of these methods can be used to choose 
an information type, but I find keeping my hands on the keyboard and typing 
the first letter of the information type and pressing Return is much quicker than 
using the mouse. 

□ Type in the field names from the following list and after each, 
specify its information type: 
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Field Name 

Information Type 

Sale 

Number 

Order 

Number 

Init 

Number 

Quantity 

Number 

Total Cost 

Number 

Date 

Date 

Location 

Text 


Entering Formulas 


Th ^ ?, eXt , Step “ creatin S th e form is to format as computed number fields 
the two fields that will contain formulas (Quantity and Total Cost) and enter 
formulas in these two number fields. 


° thC fon ? !T d ° W to the left usin g the lef t scroll arrow until 
the Quantity field is visible. 

D double-click on the Quantity field in the form window. 


Format Field 
Name: 


□ IndeH 


Quantity 


-Type- 

OTent 
® Number 
O Date 
O Picture 


□ Computed 

Formula:! 


-Display- 

® General 
O Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

OLeft 
O Center 
® Right 


( Cancel ] 


Decimals: ^ | 


-Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

S Commas 


Double-clicking on a field both selects it and opens the Format Field window. 

□ Click the Computed box and then click in the Formula box to get 
an insertion point. 6 


□ Type Ink + Order - Sale as the formula. 


Format Field 
Name:[Quantity 


[■Type- 

O Tent 


- Display- 

® General 

® Number 


O Dollar 

ODate 


O Percent 

O Picture 


O Decimal 

G3 Computed 


O Scientific 


□ Index 


rflijgn- 

OLeft 
O Center 
® Right 


Decimals : |2 | 


-' (Cancel ] 

-Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

£3 Commas 


Formula:] Init ♦ Order - Salej 
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□ Click OK or press Return. 

□ Double-click on the Total Cost field, click the Computed box, the 
Dollar button in the Display list box, and in the Formula box. 

□ Type Quantity * Cost as the formula: 


Format Field 


□ indeK 


Name: Total Cost 


[Cancel 


Type- 

O TeHt 
(G) Number 
O Date 
O Picture 


^ Comp uted 


Display- 

O General 
® Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

OLeft 
O Center 
<•> Right 


Decimals: [2 | 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

^ Commas 


Formula:[Quantity * Cost( 


The asterisk (*) is used by computers to represent multiplication. Clicking the 
Dollar button displays numbers entered in the selected field in dollar format 
that is, a dollar sign and two decimal places. 


□ Click OK or press Return. 

The last step in creating the form is to give the Cost field the Dollar format. 

□ Scroll the Form window all the way to the left. 

□ Double-click in the Cost field in the form window. 

□ Click the Dollar button in the Display list box and click the 
OK button. 

You can format the rest of the fields as necessary after you begin entering 
data and can see how much space you’ll need for each field. With List Helper, 
you can size fields in the datafile window as well as in the form window, so 
waiting until later won’t make your work any more difficult. 


Entering the Initial Inventory 

The next and most cumbersome step is to enter your initial inventory. You 
need to gather the description, cost, and quantity on hand for each item in your 
inventory at each location. It’s important to enter accurate information so this 
will take some time. But the payoff will come when you begin to use this inven¬ 
tory system. You’ll find that you have accurate records readily available. Having 
your inventory computerized, you’ll also know exactly what you have on hand at 
all times, and when it’s time to order, you’ll know exactly what you need no 
more looking around at the shelves and guessing or ordering a part simply 
because you can’t find any of that type. 
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c ij , mf ° rmatic ’ n for y° ur inventory now, starting with the Description 
held. Use the Return key to move from field to field. Pressing Shift and Return 
moves you to the previous field. 


□ Make the datafile window active by clicking anywhere in it or by 
clicking the form window close box. ’ 


□ Enter the inventory information shown in Figure 5-2 (or the 
inventory information for your own business). Remember, you 
already formatted the Cost field for dollars, so don’t type a dollar 
sign in front of the numbers you enter in this field. 


Figure 5-2. Part of the inventory datafile for Cycles Unlimited 


j_Edit Form Organize 


1DI 

2 

3 

Description 

Inm 

Cost 

entory Log Mm 
Sate 

Order 

1 ni 

O 

helmet - pro 

helmet - pro 
gloves - cyclint 

$32.50 

$3250 

$6.88 




4 

5 

6 

gloves - cyclinc 

fenders - rear 

Tenders - rear 

$6.88 

$1 1.60 

$11.60 




s 

7 

pump - floor 

$17.20 




8 

pump - floor 

$17.20 




9 

pump - frame 

$14.24 




1 0 

pump - frame 

$14.24 




1 1 

axle - front 

$22.90 




12 
13 

axle - front 

axle - rear 

$22.90 

$31.75 




14 

axle - rear 

$31.75 




15 

pedals - black 

$6.75 




2^1 

pedals - black 

$6.75 

... 1 



m 


---- scrolling 

j File Edit Form Organize 


IDI 

Ini t 

= Inui 

Quanti tu 

entoru Lop Mm 

I n f o 1 4 



i 

3 

3 

1 U la 1 UOSl 

$97.50 

Dote 

Jan 1, 1986 

Locat 

NWP 


2 

2 

2 

$65.00 

Jan 1, 1986 

FW 

C> 

3 

17 

17 

$1 16.96 

Jan 1, 1986 

NWP 

4 

25 

25 

$172.00 

Jan 1,1986 

FW 

5 

9 

9 

$104.40 

Jan 1,1986 

NWP 

6 

13 

13 

$150.80 

Jan 1,1986 

FW 

7 

15 

15 

$258.00 

Jan 1, 1986 

NWP 

8 

8 

8 

$137.60 

Jan 1, 1986 

FW 

9 

12 

12 

$170.88 

Jan 1,1986 

NWP 

10 

1 1 

1 1 

$156.64 

Jan 1, 1986 

FW 

1 1 

6 

6 

$137.40 

Jan 1, 1986 

NWP 

12 

8 

8 

$183.20 

Jan 1, 1986 

FW 

13 

9 

9 

$285.75 

Jan 1, 1986 

NWP 

14 

8 

8 

$254.00 

Jan 1, 1986 

FW 

15 

20 

20 

$135.00 

Jan 1, 1986 

NWP 

16 

20/2 

16 

m 1 

16 

TT-T-...„,.1.p 

$108.00 

j-Jtflft 7.5.1 

Jan 1, 1986 

Jod. 1 .1.9.86. 

FW 

fclWP,., - 

1_l£ 
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For the sake of brevity, the graphics in this chapter and Chapter 6 show o y 
20 records for the Cycles Unlimited inventory—10 items for each location. 

Skip past the Sales and Order fields for now by simply pressing Return 
twice You’ll use these fields later, when you sell items and reorder. If you have a 
large inventory and you want to save some time while entering information, you 
might want to hide the Sales and Order fields by choosing the Show Form 
command from the Form menu, selecting the Sales and Order fields by ho mg 
down the Shift key and clicking on them, and then dragging them down into 
the patterned hide area. 



Then, when you finish entering your initial inventory values, you could drag 
them back up to where you want them. 

Shortcuts for Entering Inventory Information 

There are several shortcuts you can use when entering initial inventory 
information. First, use the Command key and the apostrophe key together to 
duplicate information from the same field in the previous record into the curren 
field. For example, if you have the same location for several Location fields in 
succession, when you get to the second Location held, instead of typing the same 
location initials (FW or NWP) again, simply hold down the Command key a 
press the apostrophe key, and the location code from the held above will auto¬ 
matically appear in the current held. 

Second, if your business has two locations with exactly or almost exactly 
the same items (but in different quantities), you can hll in the helds for one lo¬ 
cation that are the same for the other location (such as Description and Cost) 
Then you can select all of these records by dragging across the record numbers 
copy these records to the Clipboard by choosing Copy from the File menu, sdect 
the new record by clicking on the word New, and paste the records in *ere.Now 
all you need to do to complete your inventory is enter die correct information 
theVit and Location helds for each of these records. This is much easier than 
entering the same information twice. If some of the records you copy are for 
items that aren’t stocked at the second location, you can delete those recor s 
by clicking on the record number, then choosing the Clear command from the 

Edlt ThTeasiSTway to put the current date in the Date held is to hold down the 
Command key and press the hyphen key. This enters the date in the Macintosh 
internal calendar into that field. 
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Changing Field Sizes 

c m After ent ™8 in ffmadon for a few items, you can see that some of the 

look bette^iffh 3rg f " 3n thC inf ° rmation the y contain - And some fields might 
nnt. f f 1 ? information were centered. Formatting choices are largely per¬ 
sonal taste; they re not required. But making fields that contain a small Lount 

informidon o" hT ^ beC3USe that W3y y ° U Can See more fieIds of 

Z o„.a” “ling ' SCr “ n “ 0 "“ conSK l ueMl >'- y°" h »e «> *> less hori- 

formatting ^changes 31 ' 0 " ^ ^ “ Sh °™ « ™ho« 


Figure 5-3. The inventory datafile for Cycles Unlimited, 
without formatting 
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These are the formatting changes I would make: 

• Lengthen the Description field 

. Shorten the Cost, Sale, Order, Init, Quantity, Date, and Location 
fields 

. Center information in the Sale, Order, Init, and Location fields 

• Change the Date field display format from the default display of 
medium to short 

To lengthen the Description field: 

□ Position the mouse pointer on the right border of the description 
field. 

File’s fields are anchored on the left side and grow and shrink from the right. 

□ When the mouse pointer changes shape and looks like this: 



Pointer 


pc 

pedals - black 

naHalc - ciluor 

$6.75 

_ 

l.g.!.!.!.!.Cl,!,.;.,., w ,1:1:1. A ,. ,,, ' It :- V: • ■ ' ! , ,r?j 


|20/ 


1 


hold down the mouse button and drag the right edge of the field 
to the right about half an inch to lengthen the Description field. 
Release the mouse button. 


6 File Edit Form Organize 



1 1 °9 ; 





Description 4 

¥ Cost 

Sale 

Order 


o 

1 

helmet - pro 

$32.50 




... 

2 

helmet - pro 

$32.50 





3 

qloves - cycling 

$6.881 





4 

qloves - cycling 

$6.88 




jiiiii 

II 

5 

fenders - rear 

$1 1.60 




6 

fenders - rear 

$1 1.60 

— 

L ^—- 




To shorten the Cost, Sale, Order, Init, Quantity, Date, and Location fields: 

□ Position the mouse pointer on the right border of the field you wish 
to shorten. 
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□ When the pointer changes shape and looks like this: 


* File Edit Form 0raani7P 



0320 59 




* File Edit Form Organize 




1 

2 

3 

UescriDtinn 

helmet - pro 

helmet - pro 

gloves - cyclinq 

Cost 4 

$32.50 

$32.50 

$6.88 

► Sale 

Order 

Ini 

O 

4 

5 

6 

gloves - cycling 

lenders - rear 

/enders - rear 

$6.88 

$1 1.60 

$11.60 







■ - 





i—^ . 

i i u ptjuais 

- DiaCK 

f^silypr ,,. ) 

EB3 


H 


i. 

.. . ■ •••j 

a 


File assumes you want information left aligned in text fields and right 

offield m f hT r S r Y ? U C3n Chan § e the default alignment for either type 
of field with the Format Field command from the Form menu 7 

To center information in the fields: 


□ Select the Imt field by clicking in any record in the Init column. 


□ Choose Format Number Field... 
Center button in the Align box. 


from the Form menu and click the 


Format Number Field 
Name: 


□ Indeu 



Display- 

(§) General 
O Dollar 
O Percent 
O Decimal 
O Scientific 


-Align- 

OLeft 
(S'Center 
C/Right 

Decimals : [2 | 


Style- 


□ Border 

□ Underline 

□ Bold 

□ Italic 

E3 Commas 


□ Then dick OK. 
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This will center information in that field for all the records in your datafile. 

D Follow these steps to center information in the Sale, Order, 

Quantity, and Location fields. 

File has three date formats for displaying dates: short (as in 3/26/85), 
medium (as in Mar 26, 1985), and long (as in March 26 1985 X Uides s you tel . 
otherwise, File assumes you want dates displayed in medium format. To conserve 
screen space, change the date format from medium to short so you can shorten 

the Date field. 

To change the date format: 

□ Select the Date field by clicking in the Date field of any of the 
records. 

□ Choose the Format Date Field... command from the Form menu. 

□ Click the Short button in the Display box. Then click OK. 

With these formatting changes, your inventory log will look like the form 
shown in Figure 5-4. 


Recording Transactions 


The next step is to use this inventory datafile to record actual transactions. 
At the end of each day or each week, depending on your volume of business 
gather your sales receipts and invoices for the day or week and enter he infor¬ 
mation in your Inventory Log datafile. For instance, each store in Cycles Un- 
limited does 25 to 50 transactions a day. With that volume of business, us ns 
it easier to stay on top of his inventory system by entering transactions dai y. 
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Figure 5-4. The inventory log form for Cycles Unlimited 



your taS inventory* 1 inf ° rmati ° n ,he **> Wormarion for 

To enter sales to customers: 

D Enter the appropriate information about each item sold in the 
Descnpuon, Cost, Sale, Date, and Location fields in the New record 
at the bottom of the datafile. 

To enter orders received from suppliers: 

□ When you receive orders, enter the appropriate information 
a out each item received in the Description, Cost, Order Date 
and Location fields in the New record at the end of the datafile. 

for'tchTcaS 15 reCeiVed ** b °' h yOU W ‘" have a se P araK 

Your transaction records should look similar to the following records for 
Cycles Unl.rn.ted shown in Figure 5-5 on the next page. 
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Figure 5-5. Transaction records for Cycles Unlimited 




1 i 4 aa 1 A 

15 

Description 

pedals - black 

Cost 

$6.75 ' 

Sale 

Order 

Init 

Quantitu _ !O 

20 S! 



20 

“nr 

pedals - black 

$6.75 



16 

16 

1 7 

pedals - silver 

$6.45 



15 

15 

1 8 

pedals - silver 

$6.45 



21 

21 ill 

1 g 

skinshorts 

$24.90 



16 

16 

20 

skinshorts 

$24.90 



19 

1 9 

TT 

pump - floor 

[ $17.20 

t 1 1 AH 

2 

2 


1 

-2 ii 

-2 

22 

23 

fenders - rear 

pump - frame 

J 1 1 .DU 

$14.24 

3 



-3 a 

24 

pump - frame 

$14.24 

4 



-4 ii 

25 

helmet - pro 

$32.50 


3 


3 

26 

helmet - pro 

$32.50 


4 


4 

~~TT 

skinshorts 

$24.90 

2 

g 



“2 ill 

-6 

28 

29 

pedals - black 

skinshorts 

Ju, i J 

$24.90 

5 



_ ± _n. 

New 


1 .■ - 

1 —— 


L— 



...-.—.... -.— ■- 


scrolling 


* me tail ruun ... "I 

... . .^^SSS^mientorii Log ^ — 74 

15 

tjUL 

0 

Total Cost 

$135.00” 

Date 

1/1/86 

Location 


NWP 


16 

6 

$108.00 

1/1/86 

FW 


17 

5 

$96.75 

1/1/86 

NWP 


1Q 

1 

$135.45 

1/1/86 

FW 


1 g 

6 

$398.40 

1/1/86 

NWP 


20 

9 

$473.10 

1/1/86 

FW 


21 

2 

($34.40) 

1/2/86 

FW 


”22l 

2 

($23.20) 

1/2/86 

NWP 

---- .... 

— 

23 

3 

($42.72) 

1/2/86 

NWP 


24 

4 

($56.96) 

1/2/86 

FW 


25 

5 

$97.50 

1/2/86 

NWP 


26 

4 

$130.00 

1/2/86 

FW 


27 

2 

($49.80) 

1/2/86 

FW 


28 

6 

($40.50) 

1/2/86 

NWP 


~29 

'5 

($124.50) 

i 1/2/86 

NWP 


I LLL. 

1 “ 




*593 



Generating Reports 

Entering daily or weekly transactions accurately is crucial to an inventory 
system. It takes a little effort, but the payoff comes when you generate reports 
that show exactly what you have in your inventory at each location And thats 
what we’ll do in this section—produce an inventory report that looks like the 
report shown in Figure 5-6. 




























































































Figure 5-6. Part of a sample inventory report for 
Cycles Unlimited 


Description 

Location Cost 

Quantity 

Total Cost 

axle - front 

FW $22.90 

8 

$18120 


Total for FW: 

8 

$183.20 


NWP $22.90 

6 

$137.40 


Total for NWP: 

6 

$137.40 


Total for axle - front: 

14 

$320.60 

axle - rear 

FW $31.75 

8 

$254.00 


Total for FW: 

8 

$254.00 


NWP $31 75 

9 

$285.75 


Total for NWP: 

9 

$285.75 


Total for axle - rear: 

17 

$539.75 

fenders - rear 

FW $11.60 

13 

$150.80 


Total for FW: 

13 

$150.80 


NWP $11.60 

9 

$104.40 


$11.60 

-2 

($23.20) 


Total for NWP: 

7 

$81.20 

Total for fenders - rear: 

20 

$232.00 

gloves - cycling 

FW $6.88 

25 

$172.00 


Total for FW: 

25 

$172.00 


NWP $6.88 

17 

$116.96 


Total for NWP: 

17 

$116.96 

Total for gloves - cycling: 

42 

$288.96 

helmet - pro 

FW $32.50 

2 

$65.00 


$32.50 

4 

$130.00 


Total for FW: 

6 

$195.00 


NWP $32.50 

3 

$97.50 


page not shown 


Description_Location Cost Quantity Total cost 


skinshorts 


Total for pump - frame. 

16 

$227.84 

FW $24.90 

19 

$473.10 

$24.90 

-2 

($49.80) 

Total for FW: 

17 

$423.30 

NWP $24.90 

16 

$398.40 

$24.90 

-5 

($124.50) 

Total for NWP: 

11 

$273.90 

Total for skinshorts: 

28 

$697.20 
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Sorting Information 

To make this inventory report, first sort your datafile so the records are 
in the order you want them in your report. Then open the Report window and 
specify the fields you want totaled. Then preview the report on the screen to 
make lure it shows the information you want. Then all you have to do is prin 
the report on the printer. 

To sort the inventory log into the order you want for your report. 

□ Choose the Sort... command from the Organize menu. 

You’ll see the sort window open on your screen. 



o Click in the Description field. 



You’ll see the number 1 appear in the small box on the left side of the field. 
This means the information in the datafile will be sorted by Description rs . 
The A - >Z appearing in the large box on the right means the text in 
Description field will be sorted in ascending alphabetical order. 

□ Scroll the Sort window to the right and click in the Location field. 
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You see the number 2 appear in the small box on the left. The number 2 

he Il a K lf L W ° °r r T Descn P don fields are the same, those fields will also 
. , C by their Location fields. This is called a secondary sort. The A - >Z in 

the large box on the right again means locations will be sorted alphabetically. 

D Click in the Date field. 



rion and - >0^ V" th ^ smal * box ’. indicati ng this is the third sort crite- 
orde’r If • u" the 3rge box ’ lnd icating the dates will be sorted in ascending 

k changes to 9 - >h S ° rt ” dmg OTder ’ yOU sim P ly click on the 1 ~ >9 and 
° specified S ° rt bUtt ° n an<J F ‘ le Wi “ S ° rt thC datafile as youVe 


□ Now open the report window by choosing Repoi 
Organize menu. 


>rt... from the 


Report =— ' i 

UPreuieml □ Summary Report 

z o 

bort 

Headinq 

Description 

A->Z 

Location 

1 ->9 

Date 

Not Sorti 

ed^ 


Field 

description 

Location 

Date 

Cost 

Sale ‘ 

■ | 

by Date 







by Locatioi 







by Descrip 

Grand 






a 

m . 

——— 

-r--, ... !..II 


|0 


Notice that the sorted fields appear to the left of the double vertical line in what 
is called the Sort area, and the rest of the fields are to the right of the double 
vertical line in the Not Sorted area. It is possible to sort in the report window by 
agging fields from the Not Sorted area into the Sort area, but you may find it 
easier to accomplish the same thing by choosing the Sort... command from the 
report window and then choosing New Report. 
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Excluding Fields from the Report 

If you scroll the report window all the way to the right, you’ll see another 
double vertical line marking an area called the Not Shown area. 

□ Scroll the report window by dragging the scroll box at the bottom 
of the report window all the way to the right. 



This is the place to drag fields you don’t want printed in your report. The fields 
you don’t want in your report are Date, Sale, Order, and Imt. To move those 
fields into the Not Shown area, select all of them and then drag them all at once 

into the Not Shown area. 


□ Scroll the report window all the way to the left. 

□ Click on the Date field in the Field row (the field immediately below 
the Date heading) to select it. 



□ Hold down the Shift key and click on the Sale field to select it, too. 
Continue holding down Shift and click on Order and then Imt to 
select them, as well. Release the Shift key. 
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Now with the mouse pointer on any one of the selected fields, hold 
the mouse button down and drag all of the fields to the right until 
the vertical line that appears as you start to drag is in the Not 
bhown area. 

□ Release the mouse button. 



Specifying Totals for a Report 


Next you need to tell File which totals you want in your report. In the 
Quantity column, you want a total by description and a total by location. 


□ Scroll left until the Not Sorted area is visible in the report window. 

□ Click in the Quantity column and the by Location row. 


s Rpnnrt 

CPreuieu 

p □ Summary Report 

& 

Sort 

Heading 

Field 

Not Sort 
Cost 

^Rnot Show 
pju_antity lotaiuost D Date 

n 

t>ale 1 Ore 

by Locatioi 

Cost 

LUuantity | Total CostMiate 

Sale 

Ore 

5 

a 

by Descrip 

Grand 
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□ Choose Format Summary Field... from the Form menu. 

□ You’ll see a dialog box that looks like this: 



□ Click in the Total box and click OK. 



Note that the word Total appears in the box to show that the Quantity field will 


be totaled by Location on the report. 

□ Follow these steps to specify totals for Quantity by Description and 
Total Cost by Location, and by Description. You 11 also need a 
Grand total for Total Cost. 


After you’ve finished specifying totals, your report window should look like this: 
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Previewing and Printing a Report 


Thats all there is to setting up an inventory report. Now you’re ready to 
print. You could just choose the Print Report... command and print your report 

wit out further delay. But it’s a good idea to preview it first to make sure that it’s 
what you want. 


□ Click the Preview button to look at the report. 

□ If it’s what you want, click the Done button, then choose Print 

Report.. . from the File menu. If you want to change any of 

rr P™ tin S P arameters , do so in the dialog box that appears. 

Llick UK. 

The report is sent to the printer. If you’d like different information in this report 
(for example, the date of each transaction), make the changes you want in the re- 
port window and preview it again. When you get exactly what you want, print it. 

This inventory system was designed to be small enough so that six months 
of inventory information will fit on one disk. Each time you print this report, 
you get a cumulative listing of all inventory activity from the beginning of the 
six-month period to the present. If you want a shorter report (for example, just 
the subtotals of each part at each store location) click in the Summary Report 
box at the top of the Report window. Then click the Preview button. If you 
printed this report now, it would look like the report shown in Figure 5-7 

If you have a large inventory and are annoyed by the amount of time it 
takes to print an entire report, you may elect to print only the summary report 
rather than the entire report. 7 r 

Now save this report under its own name so that when you want to print 
a report of your inventory activity, all you need to do is open the report window, 

choose Open Report... from the File menu, and double-click on the name of 
the report. 

To save the report: 

□ Choose Save Report As... from the File menu. 

□ Type Inventory Activity as the name of your report, then click 
the Save button or press Return. 


Saue Report fis: 


| Inuentory flctiuity) 


Inuentory Data 


<•) Specification 
O Tent Output 


[ Cancel ] 


1 Eject 1 

[ Driue ] 



























Figure 5-7. A cumulative inventory report 
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Keeping an Inventory History 


Its a good idea to keep an inventory history log on a separate disk with 
only monthly summary information. That way, if anything happens to your 
working inventory log for the month, you’ll have summary inventory totals for 
eac item on a separate disk, and you’ll have lost only the current month’s data 
Also, after you’ve accumulated several months of data, you can run reports that 
will give you information about items in your inventory over time. 

f f i T ° ^ ake f , T. nt0ry hlstor >'’ first set U P a summary report that shows the 
total number of each item in stock at both locations and the total dollar value 
o the inventory at each location. Then save this summary report as text (no 
orm) just the information contained in the datafile—in a datafile called Janu¬ 
ary (or the name of the current month) Totals. Next, make a new datable called 
nventory Master with just five fields: Location, Description, Quantity, Total 
Lost, and Month, and merge January Totals into that datafile. The next month 
(and each successive month) do the same thing: Copy the summary report into a 
* afi e ca ed Februar y Totals, then copy that information into Inventory Master 
What you 11 get is one datable with ending totals for each month that you can use 
to see how the value of your inventory changes from month to month and per¬ 
haps where you need to make some changes to stabilize it by eliminating prod¬ 
ucts that dont sell and making sure to order enough of your best-selling items. 

Setting Up a Summary Report 

To create a summary report, brst make a new held called Month so you can 
identify items in the history by month. 

□ Choose Show Form from the Form menu. 

□ Click in the View 1 box in the lower left corner of the screen to 
change to View 2. 


Cost| Sale 1 Drder 1 lnit I Quantity | [ <> 




-View box 


Note that fields return to their default sizes. Since you’re only using this form to 
set up a summary report, you don’t have to worry about it. 

□ Drag the horizontal scroll box about two-thirds of the way to the 
right along the scroll bar so that the empty field box (i.e., the field 
immediately to the right of the Location field) is visible 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 



□ Click in the empty box to get an insertion point. 

□ Type Month, press Return, press N (for Number) and press Return. 

Next add a constant value in the Formula box. To do this, you format the 
Month field as a computed number field and get the month number in each of 
the records without having to enter it manually. 

□ Double-click on the Month field, click in the Computed box and 
click to get an insertion point in the Formula typing field. 

□ If the month is January, enter a 1 and click OK or press Return. 



This automatically puts that number in the Month field of each record. You can 
replace the 1 each month with the current month number (for instance, October 
would be 10). 

□ Now close the form window by clicking the form window close box. 

□ If the report window isn’t already open, choose Report... from the 
Organize menu. 

□ Click the Summary Report box. 

To make Location the primary sort: 

□ Scroll the report window all the way to the left. 

□ Drag the Location field to the left until the vertical line that ap¬ 
pears as you start to drag is on the left side of the Description field. 

Release the mouse button. 
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HI 

^ 13 Summary Report i 

Sort 

A->Z 

A->Z 

Not Sorted " 

Headinq 

Location 

inscription 

host | uuantitu l“ToTaT 

Field 


inscription 

Cost 

Quantitu 

Toti 

by Descrip 




Total 

Total 

by Locatioi 




Total 

total 

Grand 





Total 




: : : : : : ; : : ::: : ? 



To add Month to the report: 

□ Scroll the report window all the way to the right. 

□ Drag the Month field to the left from the Not Shown area into the 
Not Sorted area until the vertical line that appears as you start to 

drag is on the right side of the Total Cost field. Release the mouse 
button. 


([P7e uieu 

3 ^ Summary Report 

m 

<> 

Sort 

Heading 

JjNot Sorted == 1 = jhj nf Chfl 

cost 

LUuantity | lotalCost , Month U n«to 

Field 

| Cost 

1 Quantitu 

loiai LOst^^^^MirimmlinatP — 

■O’ 

by Descrip 

]p 

Total 

Total , B 

by Locatioi 

t 

Total 

Total i-g- 

Grand 

II 


Total 1-1 - 



^^ *^u:*->*.*.-... 

5 


° ne last ste P before saving this report is to delete the Grand total in the 
total Cost column because you don’t need a grand total for Total Cost, then add 
files built-in Average function in the Month column. Since all your records con- 
tam the same number in the Month field, printing the average will print the 
month number. r 

□ Click on the Total Cost column and the Grand row. 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


□ Press the Backspace key. This removes any summary formatting 
applied to that field. 

You’ll still get totals for each item, just not a Grand total. There is no need for 

a Grand total in your inventory history. 

In order to get the Month number field in your summary report and 
subsequently in your inventory history, you have to format the By Description 
summary field for Month by choosing the Average function. 

□ Double-click in the Month column in the By Description row. 


□ Click the Average box and click OK. 
Your report window should look like this: 



The next step is to save this report under its own name so you won t have to 
re-create it each time you want to create a file with your current month’s inven¬ 
tory summary information, which you transfer to your Inventory Master datahle. 

□ Choose Save Report As... from the File menu. 

□ Type Summary Report as the name of the report, then click the 
Save button or press Return. 


Saue Report fis: 

| Summary Report) 

(8) Specification 
O Teut Output 


Inuentory Data 

Dl { E J C £*— J 


[ Cancel j [ Driue 


Now save only the information contained in this report (with the title 
lanuary Totals, so you know exactly what it is), by again choosing the Save 
Report As... command from the File menu. The dialog box that appears when 
you choose Save Report As... offers a choice between two options: Specification 
and Text Output. Specification, the default option you used to save Summary 
Report, saves the report and its form; Text Output saves only the text (or infor¬ 
mation) contained in the report and not the form. This time you want to use the 
Text Output option because you want your Summary Report information saved 
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in text-only form so you can copy it into another datafile or load it into a word¬ 
processing program, such as Microsoft Word. In this case, you want to use it 
with your Inventory Master datafile. Here are the steps to do this: 

□ Choose Save Report As... from the File menu. 

D Type January Totals in the Save Report As typing field. 

□ Click the Text Output button and click the Save button to save 
a text file called January Totals. 


Saue Report fis: 

Inuentoru Data 

| January Totals} 

1 ~ 


-1 [KTTimsi 

C“Eject ] 

O Specification 


(•) Tent Output 

[ Cancel ] 

[ Driue ] 


Creating An Inventory Master Datafile 

Now you can leave the report window and open a new datafile for the 
inventory master. 

□ Click anywhere in the datafile window. 

□ Choose New Datafile... from the File menu. 

You’ll see the following dialog box asking if you want to save both the current 
form (View 2) and current report (Summary Totals) with your inventory datafile: 



Note that both boxes (Save Form and Save Report) are checked, indicating that 
file will save both the current form and report if you click the Yes button. 

□ Click on the X in front of Save Report to remove the X so File won’t 
save the current report with the datafile, then click the Yes button. 

□ When File asks for a name for the new datafile, type Inventan 

Master. J 

You want to save this datafile on a separate disk. To do this: 

□ Click the Eject button and insert a blank disk. 

If the disk hasnt been initialized, you’ll see this dialog box: 



nr 

This disk is unreadable: 


! | 

Do you want to initialize it? 

l E J ect J [initialize] 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


□ Click Initialize. 

After the disk has been initialized, you’ll be asked to name the disk. 

□ Type Inventory History and click OK or press Return. 



□ Type Inventory Master as the name of the new datafile. 

□ Click the New button. 



□ In the form window of the new datafile, enter the following 
fields (these are the fields you used in the Inventory Log sum¬ 
mary report): 


Field Name 

Information Type 

Location 

Text 

Description 

Text 

Quantity 

Number 

Total Cost 

Number 

Month 

Number 

need to format these 

fields so that when you bring the monthly 


summary information into the datafile, the data will be displayed in the proper 
format and the columns will be the correct width. Since we’re using only five 
fields in our example, you must adjust the field widths so that all five fields will 
fit within the width of the screen. That way, you can see all of the information 
and you won’t have to do any horizontal scrolling. 

□ Click anywhere in the datafile window to make it active. 

Since you’re using a List Helper form, you can adjust held widths in the datable 
window as well as the form window. 

□ Move the mouse pointer to the right side of the Location field. 
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□ When the mouse pointer looks like this: 



hold down the mouse button and drag the field about a quarter of 
an inch to the left. Release the mouse button. 




Size the rest of the fields so that your datafile window looks like this: 


Next, format the Quantity field so the numbers that will be displayed in 
that field are centered. 


O Click in the field under Quantity in the New record. 

□ Choose Format Number Field... from the Form menu. 

□ Click in front of Center in the Align list box, then click the 
OK button. 


| Format Field 
Name:[QJ 


□ Indeu a 
—^ [Cancel ^ 


[■Type- 

O Tent 


■ Display- 

<•) General 


-Align- 

OLeft 


[-Style- 

□ Render 

<•) Number 


O Dollar 


(•) Center 


□ Underline 

O Date 


O Percent 


O Right 


□ Bold 

O Picture 


O Decimal 




□ Italic 

□ Computed 

O Scientific 

Decimals:|2 | 

S Commas 


F <»rriula:f 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


Finally, format the Total Cost field for dollar display because File doesn’t 
transfer formatting information with text-only files. 

D Click in the field under Total Cost in the New record. 

□ Choose Format Number Field... from the Form menu. 

□ Click in front of Dollar in the display box, then click the 
OK button. 


Format Field 


Name: 


Total Cost 


□ Indew 


(M 

[Cancel] 


rType- 


- Display- 


-Align- 


-Style- 

O Tent 


O General 


OLeft 


□ Border 

(i) Number 


(•) Dollar 


O Center 


□ Underline 

O Date 


O Percent 


<•) Right 


□ Bold 

O Picture 


O Decimal 


□ Italic 



O Scientific 

Decimals:^| 

£3 Commas 


□ Computed 


formula: [ 


What you need to do now is copy the January Totals text file into the 
Inventory History file. To do this: 

□ Select the New record. 



□ Choose Open Datafile... from the File menu. 

□ Click on the Eject button and insert your inventory data disk. 

□ Double-click on January Totals. 

□ Follow the Mac’s prompts to swap disks. 

In a few seconds, January Totals is copied into your Inventory Master datafile. 
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* File Edit Form Organize 




- Inuentoru Maxtor ~ 


Location 

Description 

Quantitu 

Total Cost 

Month 


O 

1 

Location 

Description 

♦ERROR! 

♦ERROR 

♦ERROR. 

2 



♦ERROR! 

♦ERROR! 

♦ERROR! 



3 

FW 

axle - front 

8 

$183.20 




4 

FW 

axle - rear 

8 

$254.00 



s 

a 

5 

FW 

fenders - rear 

13 

$150.80 



6 

FW 

gloves - cycling 

25 

$172.00 



7 

FW 

helmet - pro 

6 

$195.00 



8 

FW 

pedals - black 

16 

$108.00 



9 

FW 

pedals - silver 

21 

$135.45 



10 

FW 

pump - floor 

6 

$103.20 



1 1 

FW 

pump - frame 

7 

$99.68 



12 

FW 

skinshorts 

17 

$423.30 



13 



♦ERROR! 

♦ERROR! 

♦ERROR! 


14 

Total for F 

127 

1,824.63 




15 







Wi 

NWP 

i&d 

axle - front 

. ...... ... 

_ 

6 

j{|| 

$137.40 

iiii 

l£ 


Deleting fields containing error messages 

Don’t be disturbed by the #ERROR! information in a few records. File 
literally copies all the information from the Inventory Log summary text-output 
report (including report headings), and when it finds something it doesn’t know 
what to do with, such as text in a field formatted for a number, it prints the not- 
so-friendly message #ERROR!. Because you have all the information you want 
and have no “real” errors, you can just delete the records or fields with the 
#ERROR! messages and your datafile will be just what you want. 

To eliminate error messages: 

□ Select the first two records by dragging across the first two record 
numbers. 

□ Press the Backspace key. 



File warns you that these records will be permanently deleted from your data¬ 
file. If you want to delete records and not get the warning message, hold down 
the Command key and the Option key and press the Backspace key. 

□ Click the OK button. 

Follow these steps for all records with the #ERROR! message or records 
that are blank. 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


Your screen now looks like this: 



Note that the report totals (contained in record 11 in our example) were copied 
into the wrong fields. This is because File aligns summary information under the 
field it is summarizing, and when a report is saved as text-only, all the summary 
information alignment is lost and is brought into the fields left-aligned. To cor¬ 
rect this, you need to manually transfer information into the proper fields. 

□ Click an insertion point in the Total Cost field of the summary 
record (in our example, record 11). 

□ Type the contents of the preceding field (in our example, 1 , 824 . 63 ), 
then hold down the Shift key and press Return to move to the 
previous field. 


6 File Edit Form Organize 


jj=n= === ~ Inuentory Master =========== 

mum 

m 

n 

— 

Location 

DescriDtion 

Quantity 

Total Cost 

Month 

_ 

§ 

1 

FW 

axle - front 

8 

$183.20 


_ 


2 

FW 

axle - rear 

8 

$254.00 


_ 

3 

FW 

fenders - rear 

13 

$150.80 


_ 

4 

FW 

qloves - cycling 

25 

$172.00 


_ 

5 

FW 

helmet - pro 

6 

$195.00 


_ 

6 

FW 

pedals - black 

16 

$108.00 


_ 

7 

FW 

pedals - silver 

21 

$ 135.45 


_ 

“bH 

FW 

pump - floor 

6 

$103.20 


— 

9 

FW 

pump - frame 

l j 

$99.68 



10 

FW 

skinshorts 

17 

$423.30 


_ 

TV 

Total for F 

127 

1,824.63 

$1,824.63 


_ 

12 

NWP 

axle - front 

6 

$137.40 


_ 

13 

NWP 

axle - rear 

9 

$285.75 


_ 

14 

NWP 

fenders - rear 

7 

$81.20 


_ 


15 

NWP 

qloves - cycling 

17 

$1 16.96 


_ 


16 

NWP 

helmet - pro 

6 

1 A 

$195.00 

to/i 

1 

— 

<> 

a? 

22l<PI 1 

neria.I.S. -..til 

1 


r—— -He 

a 


Don’t type a dollar sign; this field is already formatted for dollar display. 
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Now the total for all the January Total Cost values for the FreeWheeler 
location is in the correct held, and is displayed in the correct format. The next 
held you need to enter information into is already highlighted. 

□ Type the contents of the previous field (in our example, 127), then 
hold down the Shift key and press Return. 


* File Edit Form Organize 


IDS 

rr- 

~ inuentorq Master ====== eI 


Location 

FW 

Description 

axle - front 

Quantitu 

8 

Total Cost 

Month 


O 

$183.20 




2 

FW 

axle - rear 

8 

$254.00 


— 


3 

FW 

fenders - rear 

13 

$150.80 


— 

4 

FW 

gloves - cycling 

25 

$172.00 


— 

5 

FW 

helmet - pro 

6 

$195.00 


— 

6 

FW 

pedals - black 

16 

$108.00 


— 

7 

FW 

pedals - silver 

21 

$135.45 


— 

8 

FW 

pump - floor 

6 

$103.20 


— 

9 

FW 

pump - frame 

7 

$99.68 


— 



skinshorts 

17 

$423.30 


— 

■ ■■■r.irriiTa* 

127 

127 

$ 1,824.63 


— 

12 

NWP 

axle - front 

6 

$137.40 


— 

13 

NWP 

axle - rear 

9 

$285.75 


— 

14 

NWP 

fenders - rear 

7 

$81.20 


— 

15 

NWP 

gloves - cycling 

17 

$1 16.96 


— 

16 

17 

NWP 

jjwp 

helmet - pro 

norlfll c — hi art/ 

6 

$195.00 



122 / 22 KP 1 mm 


-L4,..,.,.,... 

^r...$.9.4,50. 

. 

IS 

o 

a 


a Type the contents of the previous field (in our example, Total for 
FW), then hold down the Shift key and press Return. 


* File Edit Form Organize 


ID! 

~.~. 

— Inuentorii Master — ■ - "1 

~T~ 

Location 

FW 

Description 

axle - front 

Quantitu 

8 

Total Cost 

Month 

— 

5 

$183.20 




2 

FW 

axle - rear 

8 

$254.00 


— 

: 

3 

FW 

fenders - rear 

13 

$150.80 


— 

4 

FW 

gloves - cycling 

25 

$172.00 


— 

5 

FW 

helmet - pro 

6 

$195.00 


— 

6 

FW 

pedals - black 

16 

$108.00 

« 

— 

7 

FW 

pedals - silver 

21 

$135.45 


— 

8 

FW 

pump - floor 

6 

$103.20 


— 

9 

FW 

pump - frame 

7 

$99.68 


— 

1 0 

FW 

skinshorts 

17 

$423.30 


— 

1 1 

lotal for F 

Total for FW 

127 

$1,824.63 


— 

12 

NWP 

axle - front 

6 

$137.40 


— 

13 

NWP 

axle - rear 

9 

$285.75 


— 

1 4 

NWP 

fenders - rear 

7 

$81.20 


— 

1 5 

NWP 

gloves - cycling 

17 

$1 16.96 


— 

1 6 

17 

NWP 

NWP 

helmet - pro 

noHo 1 hi a^ ly 

6 

$195.00 


— 

122/22101 liiiiii 


..1.4. 

tt". .$.9.4.50 ■ 



<> 

a 


you can t see the contents of the Location field to type it, simply position the 
mouse pointer on it and drag to the right to scroll the text in it. Then double¬ 
click in the Description field, type the information in, and press Shift-Return. 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


For the first field in the record (Location), all you need to do is delete 
the contents. 

□ Since the field is already highlighted, just press the Backspace key. 



Now the FW totals are in the correct columns. 

The last step is to add the current month number in the Month field ol 
the Total row, so that these totals can be identified as the totals for month 1. 

□ Press the Return key four times. 

□ Type 1, the current month, and press Return. 

Your screen now looks like this: 


|-r~i-= — Inuentory Master ~ 

-== 

m 

1 

— 

Location 

Description 

Quantity 

Total Cost 

Month 

_ 

L> 

~T~ 

FW 

axle - front 

8 

$183.20 


_ 


2 

FW 

axle - rear 

8 

$254.00 


_ 


3 

FW 

fenders - rear 

13 

$150.80 


_ 

4 

FW 

qloves - cycling 

25 

$172.00 


_ 

5 

FW 

helmet - pro 

6 

$195.00 


_ 


6 

FW 

pedals - black 

16 

$108.00 


_ 

7 

FW 

pedals - silver 

21 

$135.45 


_ 

8 

FW 

pump - floor 

6 

$103.20 


_ 

9 

FW 

pump - frame 

7 

$99.68 


_ 

__—1 

10 

FW 

skinshorts 

17 

$423.30 


_ 

1 1 


Total for FW 

127 

$1,824.63 


— 


12 

NWP 

axle - front 

6 

$137.40 


_ 

13 

NWP 

axle - rear 

9 

$285.75 


_ 

14 

NWP 

fenders - rear 

7 

$81.20 


_ 


15 

NWP 

gloves - cycling 

17 

$1 16.96 


_ 


16 

NWP 

helmet - pro 

6 

$195.00 

*0/1 

l 

— 


_li 
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h 'Vtrk -~-— tttTH 
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0 Scroll the datafile window down and repeat the above steps for the 
NWP totals, which are in record 22. 

When you’re done, your datafile window should look like this: 

6 File Edit Form Organize 



Location 

Description 

Quantity 

Total Cost 

Month 


12 

NWP 

axle - front 

6 

$137.40 



1 3 

NWP 

axle - rear 

9 

$285.75 



14 

NWP 

fenders - rear 

7 

$81.20 



1 5 

NWP 

gloves - cycling 

17 

$1 16.96 



16 

NWP 

helmet - pro 

6 

$195.00 



17 

NWP 

pedals - black 

14 

$94.50 



18 

NWP 

pedals - silver 

15 

$96.75 



19 

NWP 

pump - floor 

15 

$258.00 



20 

NWP 

pump - frame 

9 

$128.16 



21 

NWP 

skinshorts 

1 1 

$273.90 



22 


Total for NWP 

109 

$1,667.62 



New 












... 

- V.: ; t 


22/22K 


Adding Information for a Subsequent Month 

At the end of the next month, to add February’s data to the master: 

□ In your Inventory Log datafile hold down the Command key and 
press T to toggle to the view 2 form (if necessary). 

□ Click in the Month field, choose Format Number Field... from 
the Form menu and type the current month in the Formula 
typing field. 

□ Open the report window, choose Open Report... from the File 
menu and double-click on Summary Report. 

□ Choose Save Report As... from the File menu, type February Totals 
click the Text Output button, then click OK. 

D Open the datafile Inventory Master. 

□ Select the New record in the datafile window. 


6 File Edit Form Organize 
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~ 
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Quantitu 

Total Cost 

Month 

— 
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pedals - biack 

14 

$94.50 


— 

18 
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pedals - silver 

15 

$96.75 


— 

19 

NWP 

pump - floor 

15 

$258.00 


— 

20 

NWP 

pump - frame 

9 

$128.16 


— 

21 

INWP 

skinshorts 

1 1 

$273.90 


— 

22 


Total for NWP 
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SECTION THREE Inventory and Ordering: Cycles Unlimited 


O Choose Open Datafile... from the File menu, double-click on the 
February Totals text file and it will be copied into the Inventory 
History datafile, starting at the New record. 

□ Delete any records with the = ERROR! fields and move the totals 
into the proper fields. 

Each month follow these steps and your master inventory datafile will be 
up-to-date. 

Using an Inventory History 

When your Inventory Master datafile has accumulated six months to a year 
of inventory information, you’ll be able to create and print some interesting re¬ 
ports You could find each of the clothing items in your inventory (such as shirts, 
skinshorts, gloves, hats, and helmets) and look at how stock has changed over 
time. You could look for seasonal changes or changes in trends. The information 
is available in your Inventory Master datafile; you need to decide what would be 
useful and then design a report to show what you need. 

Maintaining Your Inventory 

To maintain your inventory, you need to know how to add new items, how 
to delete an item you no longer stock, and how to begin a new inventory datafile 
after six months or when your current inventory disk is full. Even if you have a 
small inventory and a hard disk drive capable of holding years’ worth of informa¬ 
tion, it may be a good idea to start a new datafile every six months. The primary 
reason is that sorting and finding records in a large datafile to produce totals or 
add new information is time-consuming. When you start a new Inventory Log 
datafile, copy in the current totals and start with just your current inventory 
(no backlog of transactions). 

Adding an item 

You can add a new item to the inventory log at any point. Simply enter the 
information in the New record and the initial quantity received in the Imt field 
rather than in the Order field. Then if you ever want to see every item in the 
inventory listed just once, you can use the Find.... command to have File fin 
every record whose Init value is >= 1. File will display only the records for the 
initial inventory (in effect, each item in your inventory listed just once), not 
records for sales and orders, since you don’t enter any values in the Imt held tor 

sales and orders. 

Deleting an item 

To delete an item from the inventory, after you’ve found all items in your 
inventory (records whose Init value is >= 1) mark the item you want to delete by 
clicking an insertion point and typing DEL- at the beginning of the item m the 
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Description field for that entry. For example, if you wanted to eliminate skin- 
shorts from your inventory, skinshorts would become DEL-skinshorts Then 
™^, star ' a n< ; w six-month datafile, find the records whose Description 
held DEL-* (that finds all descriptions beginning with DEL-) and delete them 
Irom the inventory log you’ll use for the next six months. 

Starting a new six-month log 

At the end of six months when you’re ready to start a new inventory log 
rst you need to print a summary report from your Inventory Master datafile so 
you ave current totals for each item at each location in your inventory that you 
can manually copy into the new inventory log. Then you make a copy of your old 
Inyen °ry Log datafile and name it Jan-June ’85. Next, load the Inventory Log 
datafile, find all records whose Imt value is > = 1 so you can make a copy of the 
description and price for each inventory item at each location. That way you 
won t have to type in this information. Then add current totals from your latest 
nventory Master summary report by hand from the printed summary report of 

the old Inventory Master, and you’re ready to start adding transactions for the 
next six months. 

These steps might seem a bit cumbersome, but you only need to do them 
once every six months and File is a major improvement over a manual system 
Heres what to do: 7 

□ With the Inventory Master datafile open, first choose Report, 
trom the Organize menu and then click in the Summary Report 

datafil e Set UP thC SUmmary report for the old I nver, tory Master 

□ Choose Print Report... from the File menu, change any printing 
cUckOK° U mlgHt W3nt t0Change in ^ Printdial ° gb ° X ’ and ^ en 

As soon as you have a paper copy of the totals you’ll manually enter later in 
the new inventory log, you’re ready to proceed. 

□ Choose Quit from the File menu. 

Log datafile° U re ^ Madntosh deskto P- To make a copy of the Inventory 

D disk 1 Invent ° ry Histor y disk an d insert your Inventory Data 


□ If 


necessary, double-click on the Inventory Data disk icon to open 
the window. r 


□ Click on the Inventory Log icon to select it. 

□ Choose Duplicate from the File menu. 
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In a few seconds you’ll have a new icon on your Macintosh desktop called Copy 
of Inventory Log. 



* File Edit Uieiu Special 


File Master 


Inuentory Data 




378K 


21K in disk 


5 items 




tory Activity -nary Report 


Empty Folder Inventory L 


□ Since the copy icon is already highlighted, you can rename Copy of 
Inventory Log by simply typing Jan-June’86 and pressing Return. 



6 File Edit Uieiu Special 


File Master 


Inuentory Data 


378K available 


21K in disk 


a 


Empty Folder Inventory L| 


pill Is) 

tory Activity mary Report 


To set up the Inventory Log datable for the next six months you need to 
first find all the sales transactions and delete them. Then find all the order 
transactions and delete them, too. This will leave you with exactly what you 
want: your initial inventory for the current period. You can add current totals y 
typing them off the old Inventory Master and use this new datafile as a starting 
point for the next six months. 

□ Double-click on the Inventory Log icon to load it. 


□ If the records are displayed in the view 2 form, hold down the 
Command key and press T to toggle to view 1. 
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To delete sales transactions: 

□ Choose Find... from the Organize menu. 

D If necessary, click the Clear button to remove previous search 
criteria. 

□ Click an insertion point and type > = 1 in the Sale column. 



This will find all the sales transactions from the last six-month period in the 

inventory so that you can delete them from the Inventory Log and add current 
transactions. 


□ Click the Find button. 

Now to delete these records: 

□ Click on one of the record numbers to select a record. 

□ Choose Select All from the Edit menu to select all of the records. 

□ Choose Clear from the Edit menu or press the Backspace key. 

from,h”daTafil?® e ^ reconis wi " be P™>"e„tly deleted 


a Click the OK button. 

Follow the same steps to delete the order transactions: 

□ Choose Find... from the Organize menu. 

□ Click the Clear button. 

□ Click an insertion point and type >= 1 in the Order column. 



□ Click the Find button. 

□ Click on one of the record numbers to select a record. 

□ Choose Select All from the Edit menu to select all of the records. 
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□ Choose Clear from the Edit menu or press the Backspace key. 

□ When the dialog box appears, click the OK button to delete order 
transactions from the previous period. 

Now, in order to see that the records left in the inventory log are the Imt 
transactions: 

□ Choose Show All Records from the Organize menu. 


Deleting items 

Now is the time to delete any items no longer in your inventory. These are 
items whose descriptions you marked with DEL-*. 

□ Choose the Find... command from the Organize menu. 

□ Click the Clear button. 

□ Type DEL-* in the Description column. 



□ Click the Find button. 

Now delete these records just as you did the sales and order transactions. 

□ Click on one of the record numbers. 

□ Choose Select All from the Edit menu. 

D Choose Clear from the Edit menu or press the Backspace key. 


□ Click the OK button when the dialog box appears. 

Next you need to clear the information from the Init and Date fields so you 
can enter totals by hand as easily as possible. 


o Choose Show Form from the Form menu. 


The easiest way to do this is less than straightforward: Delete the two fields, then 
create and format them again. Otherwise you’d have to individually delete the 
Init and Date values in each record. 

To delete the fields: 


□ Click on the Init field in the form window to select a. Hold 
down the Shift key, scroll the window to the right and click 
on the Date field. 
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n Press the Backspace key. 



Sul? jV Tf' gC a J dialo S box that soys. “Selected fields will be perma- 

,uS Id T , atafi ' e " Y ° U Ca " click OK and not wo r r y because you’ve 

just made a copy of your last six-month inventory. 7 

□ Click in the new field just to the right of Location. 


□ Type Ink, press Return, press N (for Number), and press Return. 

□ Type Date and press Return, press D (for Date), and press Return, 
a Double-click on the Init field. 


° ™?7k e OK l0g b ° X aPPe3rS ’ C,kk the Center box in the A %n box 


□ Now drag the Init field back to its old spot, just before Quantity. 


IUH 

0 . 

1- 

— - — — Form ' — 

O 

7 % 


vi ew , M • ,v.- ■■■>^^ : -:: = =-ps 

V 

a 


° thC m °V Se pointer on the r *S ht sid e of the Init field, then 

SefMmrnTh drag ** ri g ht ed « e of the fie ld to 

the left until the Init field is the same size as the Sale and Order 

nelds. Release the mouse button. 



° toSoW^nT 1 - W : n K d T t0 u he , right > then dra S the Date field back 
to its old spot, just before the Location field. 
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□ Position the mouse pointer on the right side of the Date field and 
drag it to the left approximately a quarter of an inch. Release the 
mouse button. 



It will be easier to enter the totals manually from the Summary Report if 
you make a form that has only the fields you need (just hide the fields you dont 
need now) and if you sort the descriptions and locations in ascending order. 
That way, they’ll be just like the report you’ll be copying totals from. 

D Choose Show All Records from the Organize menu. 


□ Choose Sort... from the Organize menu and click the Clear button 
to clear previous sort criteria. Make Description your first sort by 
clicking in the Description field first. 

□ Make Location your second sort by scrolling the window to the 
right, then clicking in the Location field next. 


□ Click the Sort button. 

□ Scroll the form window all the way to the left. 

□ Click on Cost, hold down the Shift key, and click on Sale, Order, 
Quantity, and Total Cost. 

□ Drag these fields down into the hide area. 














































CHAPTER 5 Inventory 


179 


fnrv | N ° W C Jl C V n the datafile window and you’ll see your new six-month inven¬ 
tory log ready for you to enter initial values and today’s date for each item. 



□ Use your paper summary report and enter the totals in the Init 
column for each item. 


D j* ress the Return key to move to the Date field and 
date using the Command and hyphen keys. 


enter today’s 


When you ve finished entering these values, you’ve finished your setup 

L«T, *7 7 m ° mhS And ° nce again ’ yOU ' re "““‘y “ the Inventory P 
Log datafile to get accurate information about inventory levels and costs. 

































































Now that you’ve constructed an inventory log and can get accurate 

workTo a hdD a vo° Ut d h3t f ^ y ° Ur inVent ° ry ’ U ’ S dme to P ut this information to 
work to help you order from your vendors. In this chapter, you’ll see how to 

construct a datafile called Order Log that will contain current inventory totals 

field tr ?? y ,n , fr ° m thC InVent ° ry Lo * datafile - You need to create two 
fields (Restock Level and Vendor Code) in this Order Log that will help you find 

items you need to reorder. For each item in your inventory, you enter thJmini- 

“SSSTS ° n h3nd " b °u h ,OCati ° nS ' n thC “ L-el fie,d.I 

each Vendor Code field, you enter a three-letter code identifying the vendor 
om w om you order that item. When it’s time to reorder, you have File use the 

;" TT n th r ,WO fields to automat i ca lly find all item, you need to 
reorder from each vendor. This way you order exactly wha, you need-and you 
eliminate hu and miss" ordering. Then, for each vendor, you prim a seSe 

^™ryr‘ y ,he items you buy from tha ' vendo? “ d Fi,e 

In your Order Log datafile, you’ll have only one record for each item in 
your in ventory (Each record will contain the current inventory levd a eaT 
location, as well as the total for both locations.) This will make the Order Log 
considerably smaller than the Inventory Log. In fact the Order I nv will M f r. 
on one disk. The Order Log for Cyele/unlL.ed 

• Item 

field t COntains a P icture of stock item. With certain types of inven¬ 
tories, pictures can be really helpful in identifying parts. File has the cloabilitv 
.o incorporate pictures created in a graphics program, such as MacSor V 
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Microsoft Chart, or using a 
record. In this chapter, you 


digitizer, such as the ThunderScan, as part of each 
11 learn how to use the Order Log to do this. 


• Part # 

The Part # held is for the number code the vendor uses to identify the item 


• Description 

• Cost 

This held contains the price the vendor charges you for the item. 

. NWP 

This held contains the quantity on hand at one location (in our example, the 
Northwest Pedaler). 


• FW 

This held contains the quantity on hand at another location (in our example, the 
FreeWheeler). 

• Total 

This computed number held contains the sum of the current inventory levels at 
both locations (the NWP and FW helds) for each item. 

• Restock Level 

You use this held to indicate the minimum quantity you want to keep in stock for 
each item (the quantity for both locations). 

• Restock Status 

This computed number field subtracts the Total field from the Restock L^vel 
held. If the result is less than or equal to 0, it’s time to reorder. 

. QO-NWP 

If an item needs to be ordered, you use this held for the quantity you want to 
order for one location (in our example, the Northwest Pedaler). 

• QO_FW 

If an item needs to be ordered, you use this held for the quantity you want to 
order for another location (in our example, the FreeWheeler). 

• Total Order 

The Total Order computed number held contains the sum of both QO_NWP 
and QO—FW. 

• Total Cost 

This computed number held multiplies the Cost and Total Order helds. 

• Date 

This held contains the date of the order. 
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• Vendor 

This text field contains a three-letter descriptive code identifying the vendor 
you order that item from. 7 8 vcnuor 

Loe Z h Znft h ’ Tl ° rder L ° g Sh ° uld bok somet hing like the Order 
Log tor Cycles Unlimited shown in Figure 6-1. 

A fter you complete the information in your Order Log, you can use the 

nd . command to locate all the records with values in the Restock Status field 

less than or equal to 0. The inventory items located in this way are the items you 


Figure 6-1. A partial printout of the Order Log for 
Cycles Unlimited 


Part •: 

82BFP117 
Description: 

pump - frame 

Cost. 

$14.24 


Restock 

Level 


Dote. Jon 1, 1986 Restock Status 




p^tT 
SA42381 
Description: 

oxle - rear 

Cost: 

$31.75 


Restock 

Level 


Date: Jan 1, 1986 Restock Status 



Restock 

Level 


-14 


-3 


QO-NVP 

Q0_FV 
Total Order 
Total Cost 

Vendor 


QO-NVP 

QO-FV 
Total Order 
Total Cost 


14 


$199.36 


3 

"$95.25 


Vendor. [PIT 


QO-NVP 

Q0_FV 
Total Order 
Total Cost 


10 


$67.50 


Restock Status: 


Restock 

Level 


Date: Jan 1, 1986 Restock Status 


-10 


Vendor: PBI 




Part •: 

79BFP068 

Description. 

pump - floor 

Cost. 

$17.20 


Restock 

Level 


Date. Jan 1, 1986 Restock Status. 


QO-NVP 

Q0-FV 
Total Order 
Total Cost 

Vendor. 


QO-NVP: 

QO-FV: 
Total Order. 
Total Cost: 


$55.04 


$154.80 


Vendor: [WBE 
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Figure 6-2. A printed purchase-orderform for 
Cycles Unlimited 



$ 9 ! 

CYCLES UNLIMITED PURCHRSE ORDEH 

MAIN OFFICE PACIFIC BIKES, INC. 

P 0 BOX 16288 DATE: JANUARY 15, 1986 

SEATTLE, WA 98144 PO # : 20014 

. nirrmcT' TOTAL COST: 

QUANTITY: 


FV 

PART •: 

DESCRFIIUH: 

$31.75“ 

$95.25“ 

1 

2 

3 

4 

1 

4 

2 

SA42381 

BP94078 

pedals - black 

$6.75 

JM5 1 

$27.00 

$25130" 

3 

4 

4 

4 

4 

3 

1 

Sry4l to 

SA42281 

axle - front 

$22.90 

$91.60“ 



need to order. You can then sort these records by vendor and print out a 
purchase order for each vendor that looks like the purchase order for Cycles 
Unlimited shown in Figure 6-2. 


Making the Order Log Form 


You can design the Order Log form yourself, rather than using File’s List 
Helper form. That way, you can vary the sizes of fields and have plenty o room 
for pictures of the items in your inventory. 

Entering Field Names and Information Types 

The easiest way to make a form without using the List Helper command is 
to first enter the field names and information types in the form window with the 
List Helper command checked in the Form 

from List Helper so you can move the fields around and size them (both verti¬ 
cally and horizontally), and create labels for the fields. 

□ Begin by starting File. 

□ Create a new datafile by typing Order Log as the name of the 
datafile and clicking the New button. 

Be sure to save the datafile on its own disk; then put an initialized blank disk in 
your external drive and click the Drive button if necessary before clicking 
New button. 

□ In the form window, type in the following field names and assign 
these information types: 
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Field, Name 

Information Typt 

Item 

Picture 

Part# 

Text 

Description 

Text 

Cost 

Number 

NWP 

Number 

FW 

Number 

Total 

Number 

Restock Level 

Number 

Restock Status 

Number 

QO_NWP 

Number 

QO__FW 

Number 

Total Order 

Number 

Total Cost 

Number 

Date 

Date 

Vendor 

Text 


c 11 Total Total Order, and Total Cost fields are computed number 
fields that is, they contain formulas. So, you need to format them as Com¬ 
puted and enter a formula in each. 

□ Scroll the form window left until the Total field is visible. 

□ Double-click in the Total field in the form window. When the dialog 
box appears, click in the Computed box and click to get an inser¬ 
tion point in the Formula typing field. 

o Type NWP + FW as the formula. 


Format Field 
NamerlTotal 


□ Iriden 


-Type- 

O Tent 
<•) Number 
O Date 
O Picture 


£3 Computed 
Formula. [nuiF 


-Display- 

<•) General 
O Dollar 
O Percent 
O Decimal 
O Scientific 


[Cancel i 


-Align- 

OLeft 
O Center 
(§) Right 


Decimals : [2 | 


-Style-— 

□ Horder 

□ Underline 

□ Bold 

□ Italic 

£3 Commas 


FUj( 


° Pres s the Return key to enter the formula. 

You can click the OK button instead of pressing Return, if you prefer. 

□ Double-click in the Restock Status field in the form window. 

□ In the dialog box, click in the Computed box and click to get an 
insertion point in the Formula box. 
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□ Type Total - Restock Level as the formula. 



□ Press Return to enter the formula. 

□ Scroll the form window right until the Total Order field is visible. 

□ Double-click in Total Order, click in the Computed box and click to 
get an insertion point in the Formula typing held. 

□ Type QO—NWP + QO-FW as the formula. 



□ 

□ 

□ 

□ 


Press Return to enter the formula. 

Double-click in Total Cost. 

Click the Dollar button in the Display box to change the display to 
dollar, click the Computed box, and click in the Formula box. 

Type Total Order * Cost as the formula. 





















































































CHAPTER 6 Ordering 


187 


The asterisk (*) stands for multiplication on computers. 

□ Press Return to enter the formula. 

Now change the format of the Cost field to Dollar display. 

□ Scroll the form window left so the Cost field is visible. 


□ Double-click in the Cost field. When the dialog box 
the Dollar button in the Display box, then click OK. 


appears, click 


Creating a Form without List Helper 

Now that you’ve entered field names and their information types and 
ormatted them, it’s time to remove the check mark from List Helper which will 

frr; “ r:? s* fields around - size ^ ***>** ** ^ y- »a„" zr 

d add labels. If this is the first form you’ve created without List Helper it may 
take you a few tries to get exactly what you want-sizing and positioning the 7 
fields properly. But dont get discouraged: The more you work at it and Experi¬ 
ment using the mouse, the easier it becomes. But if you decide that designing 
creative forms isn t for you, you can always recheck List Helper 

(Warning: If you design a form without List Helper, you should save it bv 
mmg .he Save As . command. If you don’t save ,, and^oJaccidentally r«h2t 

Hetoe^formZh IllTh “f PCarS and y °“ gH " back ’ You '" stiU ha ™ * Cist 
e per form with all the information you entered in the datafile, but the form 

you designed without List Helper will be gone.) 

The non-List Helper form you’ll create will look like this: 


* File Edit Form Oraanize 



Unchecking List Helper 

To remove the check mark from List Helper: 

□ Choose List Helper from the Form menu. When you release the 
mouse button, the check mark disappears, allowing you to move 
and size fields as you please. 8 7 c 
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Checking and removing the check mark from List Helper is a toggle action, 
similar to turning a light switch on and off: If yon were to choose 14 * 
again and then pull down the Form menu a second time, youd see that the 

check mark was in front of List Helper once again. 

Notice that when you uncheck List Helper, the held headings in the datable 
window disappear. 



The patterned area below the fields and to the right of the ruler in the 
form window is called the hide area because it’s where you can hlde J^‘ dsy 
don’t want displayed in the datable window. You can change the size of the h 
area if you need more space for your form. To give you a longer record move 
the top of the hide area down in order to create more room for larger field . 
Right now the top of the hide area is at K inch. You need to move it to 1% inches. 

To move the hide area down: 

□ Move the mouse pointer to anywhere along the top line of the 
hide area. 

□ When the mouse pointer looks like this: 



Pointer 


hold down the mouse button, drag the top of the hide area down to 
the P/4-inch mark, and release the mouse button. 
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Rearranging fields 

Next you need to lengthen the Item field. 

□ Move the mouse pointer to the bottom of the Item field. When the 
pointer looks like this: 



hold down the mouse button and drag the bottom of the Item field 
until it is 1 /i6 inches long, then release the mouse button. 

* File Edit Form Organize 


New 


Order Log 



- 1 - - -L _L 

IDIl 

- - -== Form ==s=^== 

1- 

Vie* 

n^Llisiii 

Part # fuescription | m<t| k> 

--- tel 

---. 


As you can see, the Item field has changed size and is now larger in the datafile 
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Now move the Part # field to where you want it to appear. 

□ Move the mouse pointer inside the Part # field. 

□ When the pointer looks like this: 



' Pointer 


hold down the mouse button, drag the Part # field down about a 
quarter of an inch, and release the mouse button. 



Creating labels 

Now you need to create a label for the Part # field. A label is a special type 
of field you create in the form window that can either contain text or a picture. 
The label will appear on every record of a non-List Helper form. A label can be 
used to identifyor give information about a particular field. In fact, most of the 
labels you’ll create for your Order Log form will be simply the names of the 
fields they appear beside. For example, you’ll create a label that reads Part #, 
and position it above the Part # field. But labels are optional (they wont appear 
on your form unless you create them) and aren’t connected to fields (you can 
position them anywhere on your form). 

□ Click above the Part # field, just to the right of the Item field. 
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You’ll see an insertion point appear. This is where the letters you type for the 
label will appear. ’ v 

D Type Part #: as the text of the label. 

As soon as you start typing, you’ll see a label field that looks like this: 



"Label 


Don’t worry if your label box slightly overlays the Part # field; you’ll learn how 
fieirrnd?r e pan # St 3 b,t ' ^ ^ bdng ’ the Descri P tion and Cost 

□ Move the mouse pointer into the Description field. 

□ When the pointer looks like this: 



Pointer 


hold down the mouse button, drag the Description field alongside 
the Item held, and release the mouse button. 
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□ Drag the Cost field into position beneath the Description field the 
same way you moved Part ^ and Description. 



Now you need to add labels to the Description and Cost fields. 

□ Click to get an insertion point above the Description field just to the 
right of the Item field and type Description: as the text for the label. 

□ Click to get an insertion point above the Cost field and type Cost: as 
the text for the label. 



Polishing the form’s appearance 

Next move the NWP, FW, Total, and Restock Level fields so they line up 
underneath each other. 

□ Scroll right until you can see the NWP, FW, Total, and Restock 
Level fields. 

□ One at a time, drag the NWP, FW, Total, and Restock Level fields 
over so they look like this: 
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Now you need to size these fields. 

□ Move the pointer to the lower right corner of the NWP field until 
the pointer looks like this: 



Pointer 


Sle !TTJ llOWS l OU SiZC 3 fidd b ° th vertical, y and horizontally at the same 
ime (the field is anchored only at the upper left corner). If you wanted to size 

the field vertically only (instead of horizontally and vertically), you’d need to 
move the pointer so that it has this shape: 



Pointer 


When you drag a field vertically, the field is anchored along the entire top edge. 

□ Hold the mouse button down and drag the NWP field down and to 
the lett. Release the mouse button when the field looks like this: 
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□ Size the FW, Total, and Restock Level fields the same way, so that 
your form window looks like this: 



Notice that the word Restock in the Restock Level field has wrapped around to 
fit the new size and shape of the field. 

Now add labels to these fields. 

□ Click an insertion point for the NWP label to the left of the NWP 
field and just to the right of the Part # label box. 

□ Type NWP: as the text for the label. 


i- 


Item 


porTT--P 

pztr* i 

FID 

Description: 

Description | 

Total 

tost: 

Restoc 

Cost) 


View IKjj 


TTHol 

ifelg 


Notice that the label partially covers the NWP field. This is because, without List 
Helper, File will allow fields to overlap. Overlapping fields may obstruct your 
view of the data in the field underneath, so you may need to move or size fields 
so they don’t overlap. In the Cycles Unlimited order form example you do not 
want the label to overlap the NWP field, so you need to resize the label. You size 
and move label fields just like any other field. 

□ Position the mouse pointer on the right side of the NWP label and 
drag it to the left until it looks like this. 
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□ Continue entering labels for the FW, Total, and Restock Level fields 
one at a time. (Make two labels for Restock Level, one containing ’ 
the word Restock and the other containing the word Level) Click 
an insertion point to the left of each field and type in a label iust 
as you did for N WP. 7 P J 

When you finish entering these labels, your form window should look like this: 



You typed in two separate labels for the Restock Level field because the 
ength of the two words in a single label would have caused the label to partially 
overlap the Cost field and label. F y 


Now you can resize these labels so they don’t overlap any fields. 

□ Size the other labels the same way you did the NWP label until 
your form window looks like this: 



□ Now position these fields so they are as close as possible to the fields 
they are identifying. Move the pointer to the top of the NWP label 
box and drag it next to the NWP field. 



Pointer 


mr„nLTu e ' P ?T Sh t ape 'J° raove a laW the P°* nter must be at the 

top ot the field and have this shape. 
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□ Position the other labels in the same way. 
Your form window should now look like this: 



o Now move the Restock Status field under the Restock Level field 
and release the mouse button. 

□ Size the Restock Status field to match the width of the fields above 
it; then create, size, and position a label for it. 



Follow these steps for the next four fields: QO_NWP, QO-FW, Total Order, 
and Total Cost. First move these fields over and position them in column form. 

□ One at a time, drag the QO_NWP, QO_FW, Total Order, and 
Total Cost fields into position so they look like this: 



□ Now change the size of the QO_NWP, QO_FW, Total Order, and 
Total Cost fields. 

□ Move these fields against the right edge of your form window. 
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□ Now create and size labels for each field and position the labels 
to the left of the fields so that your screen looks like this: 


$ File Edit Form Organize 



□ Now move the Date field so that it’s centered under the Item and 
Cost fields, then create, size, and position a label for it. 



□ Finally, position the Vendor field under the Total Cost field, size 
it to match the width of the fields above it, just as you did with the 
Status field. Then create and position a label for it so that your 
form window looks like this: 
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You’ve finished the hard part. All you have left is to make a few cosmetic 
formatting changes: Change the font size in some of the labels, remove the bor¬ 
ders from several fields, and center the numbers in some of the number fields. 

Changing font sizes 

To distinguish the labels from the fields, change the font size of the text 
for some of the labels to a smaller font. First select all the label fields you want 
to change and then format them for a smaller font size all at once. 

□ Select the Part # label by clicking in the bar at the top of the label. 



□ Hold down the Shift key and click in the bar at the top of each 
of the following labels: 

Description 

Cost 

NWP 

FW 

Total 

Restock Level 
QO_NWP 
QO_FW 
Total Order 
Total Cost 
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□ Now choose Set Font... from the Form menu. 
You’ll see a dialog box that looks like this: 



File’s default label font is Geneva in 12-point size. 

D Cllck on 9 an d OK to change to the smaller 9-point Geneva font. 



Changing alignment of labels 

While those fields are still selected, you can change the alignment of the 
text within the selected label fields from left-aligned to right-aligned. Changing 
the alignment puts the text in the labels closer to the fields they identify. 

□ Choose Format Text... from the Form menu and click on the 
button in front of Right in the Align box, then click OK. 

Your screen should now look like this: 
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You don’t want the Part #, Description, and Cost labels to be right-aligned, 
so you need to change those fields back to left alignment. It was easier to keep 
all the fields selected and change them to right alignment all at once and then 
change Part #, Description, and Cost back to left alignment, than to select nine 
of the 12 fields individually. 

□ Click anywhere in the form window to deselect the labels. 

□ Click on the Part # label to select it. Hold down the Shift key 
and click on the Description and Cost labels. 

□ Choose Format Text Field... from the Form menu. 

□ Click on the button in front of Left in the Align box. Click OK. 

Finally, change the alignment of the Cost field so it lines up with the other 
fields and labels in that column. 

□ Double-click on the Cost field, then click on the button in front of 
Left in the Align box. Click the OK button. 

All the fields are now aligned the way we want and the only formatting you have 
left to do is removing borders and centering numbers. 

Removing borders 

If you look in the datafile window now, you’ll see that all of the fields (but 
not the labels) have borders—that is, the information in each field is displayed in 
a box. File automatically puts borders around fields (but not around labels). It 
you want any of your fields displayed without borders (or any labels displayed 
with borders), you need to tell File that’s what you want. You do this by selecting 
the field (or label) in the form window and changing the display with the Format 
Field command from the Form menu. It’s a matter of personal preference 
whether fields (or labels) have borders; I think the Part #, Description, Cost, and 
Date fields look better without borders. If you remove the borders from these 



fields, when you’re finished they’ll look like this: 
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□ Click in the Part # field to select it. 

□ Hold down the Shift key and click in these fields: 

Description 

Cost 

Date 


□ Choose Format Field... from the Form menu. 
You’ll see a dialog box that looks like this: 


Format Field 


□ IndeH 


Type- 

OTe«t 
O Number 
O Date 
O Picture 


□ l omp uted 
f ormulad 


[Cancel] 


-Display- 


-Align- 


-Style- 

O fceneral 


<•) Left 


S Border 

O Dollar 


O Center 


□ Underline 

O Percent 


O Right 


□ Bold 

uecimai 


□ Italic 

O Scientific 

Decimal*: [2 | 

□ Comma* 


D Click the Border box to remove the X in it, then click the OK box. 

Borders are now removed from those fields in the datafile window. 

Note that the two label fields for the Restock Level field don’t quite line 
up with the field itself. You can move these fields up, and partially overlap the 
Restock label with the Level label. 

□ Drag the Restock label up so that it looks like this: 
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□ Now drag the Level label up so it partially overlaps the Restock field. 



Because of the smaller text size used for the Part #, Description, and Cost 
labels, the next step is to move up the fields they describe, so that they partially 
overlap their labels. This will more clearly identify the three fields, and the 
column will look less cluttered. 

□ Drag the Part # field up like this: 



□ Now do the same for the Description and Cost fields. 
Your form window should look like this. 



Next, widen the Description field so that all of the text displayed in that 
field will be fully visible in the datafile window. 
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□ Place the mouse pointer on the right side of the Description field 
drag it to the right until it touches the Total label field, and release 
the mouse button. 



Changing alignment of numbers 

The last step in completing the Order Log form is to center the numbers in 
the NWP, FW, Total, Restock Level, Restock Status, QO_NWP, QO_FW, Total 
Order, and Total Cost fields. You can do this the same way you removed borders. 
First select all the fields you want to change. Then you can either choose Format 
Field. . from the Form menu or you can use a shortcut: Double-click on any of 
the selected fields and the Format Field dialog box will appear just as if you had 
chosen Format Field... from the Form menu. 

□ Click on NWP to select it. 

□ Hold down the Shift key and click on the following fields: 


FW 

Total 

Restock Level 
Restock Status 
QO—NWP 
QO_FW 
Total Order 
Total Cost 


□ Choose Format Number Field... from the Form menu or double¬ 
click in any one of the selected fields. 

° Click on the button in front of Center in the Align box. 

D Click the OK button. 

One last task to make the Restock Status field stand out: Specify that the 
information displayed in it will be boldface. 

□ Click anywhere in the form window to deselect the fields that are 
highlighted. 

o Double-click on the Restock Status field and when the Format 
Number Field dialog box appears, click an X in the box in front 
or Bold in the Style box. 

□ Click the OK button. 
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Formatting the Restock Level field for boldface will make it easier to see the 
information in it and compare it to the current total. 

Now you’ve completed your Order Log form. 

Copying in Initial Information 

The next step is to copy description and price information from the In¬ 
ventory Log datafile into the Order Log datafile. That way you won’t have to 
type in the same information twice. 

In your Order Log, you have only one copy of each inventory item, so you 
need to find items in your Inventory Log with values in the Init field greater 
than 1 at one location. Then sort these records by part number in ascending 
order, and copy these records into the Clipboard. Next, load your Order Log 
and paste these records in. Here are the steps to do this: 

D Click in the datafile window to make it active. 

□ Choose Open Datafile... from the Form menu. 

□ Click the Eject button and insert your inventory data disk. 

D Double-click on the Inventory Log datafile. 

□ Follow the disk-swapping prompts. 

□ Choose Find... from the Organize menu. 

□ Click the Clear button to remove previous search criteria. 

□ Click in the Init field and type >= 1 as the search criterion. 



□ Scroll the find window to the right and click in the Location field 
and type = NWP as the search criterion. 
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a Click the Find button. 

Th is td ls File to find all initial inventory items at one location. It doesn’t matter 
which locauon code (NWP or FW) you type. Because the two stores carry the 
same items in their inventories, this list will be a complete list of inventory items. 

□ Choose Sort... from the Organize menu. Click the Clear button 
in the bort window to remove any previous sort criteria. 

D Click in the Description field. 

You should see A >Z in the right and larger of the two boxes dividing the field 

,h ' ^ .nUr„ 

□ Click the Sort button. 



You are telling File to sort the Inventory Log records so that when you copy 

0*rlTtt a afil PaS n h m L ra ° ,h ' ° rder ^ datafil '. th ' information in the 
Order Log datafile will be in the same order as the Inventory Activity report vou 

™ Then > when you later copy these totals manually from the report 

by Description ° S ^ e ’ b<>th t0talS WUI be ‘ n ^ Same order_: alphabetical 


□ Select all the records by clicking any one of the record 
then choosing Select All from the Edit menu. 


numbers, 


6 File Edit Form Organize 
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□ Choose Copy from the Edit menu. 

The selected records are copied to the Clipboard. If you want to check to see 
that this actually happened, choose Show Clipboard from the Edit menu, ou 
should see a window like this: 


Clipboard I 


10 records 


EE 


E>! 


Click the close box in the upper left corner of the Clipboard when youVe done 
viewing the contents. Now to transfer this information to the Order Log data . 

□ Choose Open Datable... from the File menu. 

□ Click the Eject button and insert your Order Log data disk. 

□ Double-click on Order Log. 

□ Follow the disk-swapping prompts. 

□ Select the new record by clicking on the word New. 

□ Choose Paste from the Edit menu. 

You’ll see a dialog box that looks like this. 


Paste ualues into fields: 

(S) By name O By position 



You can paste records in from the Clipboard b, name or by position. You don’t 
want the By position option for your Order Log because the positions of the 
fields in the Inventory Log datafile don’t match the positions of the fields in t 
O^r Log defile. You w S ant the records pasted in By name. When you choose 
the By name option, File matches up the field names of the records in the p 
hoard with the field names in the datafile, and pastes the information into the 
corresponding fields. In our example, File will paste all of the Description Cost, 
and Date fields from the Clipboard into the Description, Cost, and Date fields in 
the Order Log datafile. It’s important that the field names in the Clipboard a 
those in the dltafile are exactly the same because File discards fields in the C p- 
board with names that do not match field names in the datafile. 

□ Click the OK button. 
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The Description, Cost, and Date fields should now be pasted in 
the window up, your screen should look something like this: 


and, if you scroll 



Adding Restock Level, Vendor, and Part # Data 

it Th< i f Cp 1S j° add a restock -Ievel number, identify the vendor for each 
item, and add the vendor’s part number for each item in the Order Log The 
restock level is a number that indicates the number below which you do not want 
your inventory level for that hem to fall. The Restock Status formula subtSclT 
th'» number from the number in the Total field to determine if an item should 
be reordered (depending on the value of the number displayed) Enter a three 
letter code in the Vendor field to identify ,he vendor for eUtemVa" 
number i S the vendors part number for items you order. You can use this vendor 

vendurThaf 1 *** the restock - status information to find all items from a particular 
vendor that you need to reorder and you have all the information you need to 
generate a purchase order for that vendor. y 

To enter this information: 

□ Click an insertion point in the Restock Level field for the first 
record in your Order Log. 

□ Type a number representing the minimum inventory level. 

^File Edit Form Organize 


Part •: 

Description: 

axle - front 

Cost : 

$22.90 


I Order Log 


NVP 

FV 


Date: Jan 1, 1986 


0 

jT 

Restock Statusf 0 


qo nvp 

Q0_FW 
Total Order 
Total Cost 


$ 0.00 
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□ Click in the Part # field in the same record and type the 
manufacturer’s part number for that item. 



The Part # is the number you’ll need to use when you reorder. Entering it 
ta t Jorder Log elres tha, it will automatical* be copied onto the order form 

for ea * ' t T j 7°'J ( .“ d field to allow for part "numbers" that include letters as well 


as numbers. 

□ Click in the Vendor field and enter a three-letter code to represent 
the vendor you order that item from. 
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Adding Pictures 

wavs todoTht rr aMmg pktUreS t0 y ° ur datafile -‘ s fun - There are several 
ways to do this. If you ve got some artistic ability, you can use MacPaint to create 

crlTl? n; T nt ° ry items - Don,t WOrry about the ^ of the image you 
eate both MacPaint and File allow you to resize your drawings. 

° 3 Uk file : ejeC ' b ° th disks < File and your data disk), and restart your 

d^rieis^™ disk m the internai dnve and a dL 

“ FUe Ar'T” initiaU “ d ' ““““ " 

° dSafik 3CPaint and CreatC 3n ‘ mage y ° U Want CO USe in y° ur 
D Use the selection rectangle to select it. 



This places the selected image in the Clipboard. 

° S°filt e thC SaVe r- C i°T ar i d , fr0m the File menu to name and save 
e file on your File Art disk in case you want to use it again. 

a Choose Quit from the File menu. 

□ Eject both disks then insert your File Master disk in the internal 
drive and your Order Log data disk in the external drive. 

□ Double-click on the Order Log icon to open it and start File. 

□ Follow the disk-swapping prompts. 

By asking you to swap disks, the Macintosh is transferring the Clipboard 
information from your MacPaint disk to your File Master disk. 
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□ After the Order Log datafile is loaded, scroll to the record you want 
to paste the picture into. 

□ Click in the Item field to select it. 



Note the pointer shape. Since this field was formatted as a Picture field, the 
pointer will take on this shape when it is over this held. 

□ Choose Paste from the Edit menu. 



Your picture appears in the Item field for that record in, your Order 

File has two options for formatting picture fields, Clip or Scale. Files 
default display format for picture fields is Clip. In Clip format, if the picture is 
larger than the picture field, File displays only as much of the picture as will fit 
„Z field, starting a, the upper left corner. If the p.cture n.smaller than the 
field the picture is displayed in the upper left corner of the field. 

’ In Scale format, File adjusts the dimensions of the picture so that it fits 

the field. If the picture doesn’t fit the box: 

□ Choose Format Picture Field... from the Form menu. 

□ When the dialog box appears, click on the button in front of Scale 
in the Display box and click the OK button. 


| Format Picture Field fKI3!l] 

Name: QQ 

J [Cancel) 


- Display¬ 

(■Style-1 


ed CUP 

13 Border 


(I) Scale 
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The picture is sized to fit the field. Click in another field to deselect the Item 
field, and your picture looks like this: 

* File Edit Form Organize 

BB. 



Order Log 

N VP 


Description: 

skinshorts 

Cost: 

$24.90 


Date: Jan 1, 1986 



FV: 


Total: 

0 

testock 

Ltv»l: 

20 




" QO-NWP 

Q0_FW 
Total Order 
Total Cost 


$ 0.00 


Changing the formatting from Clip to Scale for a picture field changes the 
formatting for that field in all the records in your datafile, not just one record. 

° fOT aH the kemS in y° ur datafile ^ need 

pictures. Create a picture, copy it into the Clipboard, find the 

corresponding record in your Order Log, and paste it in. 

T' ‘!T “ d °- bUt yOU ° nly need to do h (unless, for 
forTst y ° , » discontinue some items) and you can use this order log 
tor as long as you own your business. ® 

Using a Digitizer to Create Pictures 

additill^w' T ^ °"' y a margi " al ar,ist ' ™ ,h the purchase of one 
additional piece of equipment you, too, can have pictures in your datafiles with- 

out havmg to draw them yourself. I used a ThunderScan, shown in “gore 6-3 
a device called an image digitizer that replaces the ribbon cartridge on the ’ 
ImageWriter printer and digitizes pictures. 8 

nt , Thun derScan. allows you to digitize virtually any picture, drawing or any 

foe piZfil 3 the w thC ^ atenS ° f thC Ima S eWriter - You simply insert 
Ind mlfohl Th . I " la S eWnter Just as you would insert a single sheet of paper 
tell the ThunderScan program to start scanning. A device that replaces The 
ribbon cartridge scans back and forth across the picture while the ImageWriter 
advances the page. As it scans, a digitized image is built on the Macintosh screen 

• aVln8a r een imagC all ° WS y ° U l ° check and optionally adjust things such as 
image brightness and contrast. When the scan is completed, you can sale the 

digitized screen as a MacPaint file. If you do this, you can bring the imlge into 
MacPaint and use MacPaint’s tools to size it and clean it up a bit. Then you select 
he pan you want in your Order Log, copy it to the Clipboard, and then paste k 

madethn f* Z datafile ’ Its reall y quite remarkable. Just as word processors 
made those of us who are marginal typists able to produce documents that look 
good, so products like ThunderScan enable marginal artists to produce 
reasonable graphics. And it’s fun to use, too. F 
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Figure 6-3. A ThunderScan image digitizer 



ThunderScan is small, reasonably priced, and easy to use. There are other 
image digitizers available for the Mac that also work well. But most others cur¬ 
rently available require a video camera and are more expensive. 

Once you’ve added pictures to your picture fields, you’re done with the first 
step in setting up your order log. You’ve created a record for each item you stock 
at two locations, with information regarding the vendor, cost, and part num e 
for each item. The next step is to create a purchase-order form you can use to 
order items from vendors once you determine what items you need to order a 

from whom. 

Making the Purchase-Order Form 

The purchase-order form is a printed form that you send to the vendor 
when you actually order. You find items in your order log that you need to or 
from each vendor, load that vendor’s order form, print it, and your purcha 

^i^A tCypkafpurchase-order form looks like the one for Cycles Unlimited 

Sh °Z^T^ a picture at the top of the form in an area callecl the: header 
area using an image created in MacPaint (or ThunderScan and MacPaint) and 
transferred in via die Clipboard. But you can make a purchase-order form with 
or without a picture. 
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Figure 6-4. A sample purchase-order form 
for Cycles Unlimited 



To make a purchase order: 

° Sm menu° rder ^ '° aded ’ Ch °° Se Show Form the 


□ Click in the View 1 box in the lower left corner of the form window. 

View 1 changes to view 2, which is a List Helper form, in the form window Yo 

HeV"is y ctcked ange ' PU " ing dOW " ' h ' F ° rm menU a " d ^ ^ U* 


Form. 


Organize 


Sh our Form §§(f 


✓List Helper 
Uertical Form 


Format Field... §§d 
S et Font... 


Remember, File stores two forms with each datable. Clicking on the view box 
he form window is an easy way to alternate between the tw l views 

.he make V, “ 2 ,he pureha — d “ *>""• and l-e view , 
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For the purchase-order form, we are going to create a header area for he 
entire file. This header area is different from the individual record headers that 
are automatically created for each field when List Helper is checked. A header 
a blank space you create at the top of the datafile. Although File initially makes 
a field heading with the same name as the field it is identifying (even t e ones in 
the hide areafand places them in the heading area, you can move these down 
into the hide area or delete them and create a new, customized heading that is 
independent from the records in the file. You can then paste in P‘ ctl f es rom 
Clipboard or create labels anywhere in the heading We’ve used the heading area 

to create customized purchase-order forms for Cycles Unlimited. 

The first step is to make room at the top of the form for the heading. 

□ Remove the check from List Helper by pulling down the Form 
menu and then choosing the List Helper command. 

□ Position the mouse pointer anywhere along the top of the form. 

When the pointer looks like this: 



- Pointer 


drag down until the horizontal line that appears as you start to drag 
is at the 1 Winch mark on the ruler on the left edge of the form 
window and release the mouse button. 


Your form window now looks like this: 



What you have just done is move down the position where the first record 
appears on the form, creating a blank area at the top for the heading. Notice 
thUt the field headings File created for each field are now visible. To remove 
them from the heading area: 

□ Choose Select All from the Edit menu. 
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0™^'^“" a^ ,he k™ Wind0 '' , • b °"’ ““ Mds “ d thc h “ di "S s 


□ Position the mouse 
and drag all of the 
mouse button. 


pointer over any one of the selected headings 
copies down into the hide area; then release the 



Notice the thin area just above the hide area and just below the header area 
pu«h^ „£ e fc m ere yOU n ” d “ mOVe the reCOrds in your 



° Sected yWherC b thC hidC 3rea t0 deselect 3,1 the fields currently 



° £lH S th l TOtal ? rder fie,d U P and to the left so that it’s the first 
field in the purchase-order form, then release the mouse button. 
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□ In the following order, select the following fields and drag them 
from the hide area into the visible area of the form: 


QO—NWP 

QO-FW 

Part# 

Description 

Cost 

Total Cost 


Your form window should look something like this. 


1 - — — . mrm — -—- 



=============— -- 

1-r 

l 

a 

0 . 

|Vie 

—Tntni nrri^I-OtTNUiPl 00 rui| ran ZZ I ues[n ^ 

: : : i rir NV/p | Part 1 rin 

^161 . . ..-— 


Next, you need to size these fields so that they will fit across one page when 
you print your purchase order. 

□ Scroll the form window all the way to the left and all the way up. 

□ Put the mouse pointer on the right side of the Total Order field. 

When the pointer looks like this: 


p-|- —-: Form 





< 

I Total Orde»» ) — ' qu-Nipri ><u — 1 1 1 

1 • | " Hgji j II1 — 1 Part * 1 _L? 

Ukbl 1 » 'V--. '" ' - - 

1 

a 


hold the mouse button and drag the right edge of the held to the 
left to shorten the held. Release the mouse button. 



Pointer 
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Notice that the QO_NWP held didn’t move to the left to fill the gap left bv 
shortening the Total Order held as it would have done in a List Helper form 
So before you shorten the QO_NWP held, you need to move it oven 

° Order field °~ N WP fidd to the left undl » "ext to the Total 



re^of rhefi" « the " c " e movin g and adjusting the sizes of the 
rest of the fie ds in the visible area of the form window. Your form 
should look like Figure 6-5. 

At Point, you may want to click in the datable window to make it active 
choose the Print Records... command from the File menu, and prinTa few rec 

form SUre yOUr f ° rm fitS ° n ° ne page - Make an X width adjustments in the 

form wmdow as necessary. When you’re through, return to the form wfndow 
again to continue creating the purchase-order form. 


Figure 6-5. The form window, displaying the Purchase 
Order form 
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Next, reformat the Cost and Total Cost fields for dollar display, since 
changing to the view 2 form stripped these fields of that format. 

□ Hold down the Shift key and click on the Cost and Total Cost fields. 


pry- — — Inrm — —- /tJ 




0 • 

Ivie 

hwp 1 nn NWP 1 Part * 1 1 

™i 1 1 • ___" . ''""-k 


o Choose Format Number Field... from the Form menu click on the 
Dollar button in the Display box, then click the OK button. 

Now all you need to do is add labels for your fields, add the name and 
address of your company and a picture to the heading, and you re throug 
with your basic purchase-order form. 

□ Scroll the form window all the way to the left. 


□ Click an insertion point above the leftmost field and type 
QUANTITY: as the text for the label. 


|—p-,- — —— Form — 1 —-=: 





0 . 

|Vie' 

-•" " vr ' -- E 

Q 


Choose a smaller font so the longer labels will match the sizes of the fields. 
□ Click in the small bar at the top of the Quantity label box in order 
to select it. 



Pointer 
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□ Choose Set Font, from the Form menu. When the dialog box 
ffoKbutton 0 " thC 91 ° Se ' eCt 9 ~ PO ' nt GenCVa tCXt ’ then click on 

o Now move the mouse pointer to the right side of the Quantity label 
field bdowk.^ 6 b ° X ,S 3bOUt thC SamC W ‘ dth 38 the contents of the 



□ Now add labels the same way for the NWP, FW, Part #, Description 
Cost, and Total Cost fields so they look like the fields in Figure P 6-6. ’ 

You’ll see that as you type each label, the font size is in 9-point. It will remain 
choose a^different font'size* 11 * 1 ^ ^ ** ** ^‘ C ° mma " d and 
pea, 

them stand out from the actual order information. 


Figure 6-6. The form window, displaying labels 



scrolling 
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Adding a Picture to the Header 

Adding a picture to a header is much like copying a picture into a datafile 
field formatted as a picture field. What you do is this: 

□ Create a picture in MacPaint, or digitize one and save it as a 
MacPaint file. 

o Select it with the selection rectangle and copy it to the Clipboard. 


£ File Edit Goodies Font FontSize 


□ Quit the MacPaint program, eject the MacPaint and Mac^int data 
disks, insert your File Master and File data disks, and load your 
Order Log datafile and the File program. 

o Choose Show Form from the Form menu and, if necessary, click in 
v;«Ar hnv to change to the correct form. 


□ Click an insertion point in the header area. 

□ Choose Paste from the Edit menu. 


File places the upper left corner of the picture at the insertion point. 


- 1 urm 



cjuaniiiy! •I'twr• TV; 

'PART 'H IDESCRIPI luN? ; : un " UUbl ' 

t r 

& 

0 . 

| Vie 

J| nrrtfli|-NIUI'|U-rn»|rqi t - 1 | F ^ 
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It is important to select the MacPaint picture carefully because File will use 

field TT 1 eC T rectangle yOU USed * MacPaint - the Size of the pk!ure 
field in the header If your selection is too large for the header, File will hide the 

bw„ poruon „f the picture under the data records. Even if you choore the CUp 
or Scale opt,on. the ptcture will remain as it was pasted in: As far as Me is con 
cerned, the picture fits the field that was created for it. If your picture is too 

the S hno° U Ca ? t thC fieW by len S thenin g the header area until you can see 
e bottom of the picture. Then you can use File’s field-sizing tools to make the 
field, and subsequently the picture in it, smaller. 

nm J° U mUSt d ° 311 y ° Ur Pasdng and creatin g in the form window. File will 

E l°Z7s any mf0rmati0n int ° the header “ as long as ^ d - 

series ofTabefs.^ “““ ^ addrCSS ° f y ° Ur COm P an y to the order as a 


o Click an insertion point next to the picture, near the top of the 

° thenXkOR 1 F ° nt ' ’' C ° mmand from the Form men u, dick on 12, 
□ Type CYCLES UNLIMITED as the first line of the address. 



□ Place the pointer on the right edge of the label field, and drag it to 
the right until the entire label is visible. Release the mouse button 

□ Now click another insertion point below where you clicked the last 
one, and type MAIN OFFICE as the second line of the address. 



□ Continue clicking insertion points and typing in the company 
address, city, and zip code information. Then size these labels. 
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When completed, your form window will look like this: 


—- - Form — ~-= 

(y 


QUANTItv! !nwp' ; T 

[FSRT 

tYCtES UNLIHIILU; 

'SEAT ILLWA^H Uty 

=§=• iDESCklU 1 IuN'T 1 . -unit cusi 

—J-1-fnStlT 


0 . 

Vie 

il OrdeiCNWP>0-FUJ|Pon mescnui.u,, , »— 

■ U..I ' V' *«■»» 1 Halt* 1 u 

I .—- 

K 


□ Now scroll the form window to the right until the right edge of the 
form is visible and click an insertion point waj'the topof iReform, 
about one inch to the right of the CYCLES UNLIMITED la 

□ Type PURCHASE ORDER as the first line of text. 

□ Now, if you wish, click on the small bar at the top of this label and 
choose Set Font... from the Form menu. Click on Chicago to 
change the font to Chicago, and click the OK button. 

D Then size the label so it will display all the text in it. 

You can experiment with different fonts and sizes until your form looks exactly 
the way you want it. 

The Cycles Unlimited form now looks like this: 



This completes your basic purchase-order form. It contains information you 
will include on^ll order forms, regardless of vendor. Save this form to use when 
you add purchase-order forms for new vendors or when you create a purchase- 
order form for special-order items from a vendor you dont usually use. 

□ Choose Save Form from the File menu. 

The view 2 form is now saved with the Order Log datafile. 

You can now add specific vendor information to the basic purchase-ord 
form and create a form for each vendor you do business with. 

□ Click an insertion point under the PURCHASE ORDER label in 
the heading and create a label with the name of the vendor. Size the 
label, if necessary. 

□ Click an insertion point under the vendor name and create two 
labels, typing Date: and PO # as the text. 
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Every time you print a purchase order to this vendor, you will click an insertion 

point in each of these fields and type the current date and purchase-order num- 

V r ^ U i a T vf lng ' Y ° Ur com P leted purchase-order form for the first vendor 
should look like this: 


* File Edit Form Organize 




Order Log 



CYCLES UNLIMITED PURCHRSE ORDEF 

MAIN OFFICE PRCIFIC BIKES, 

P.0. BOX 16288 DATE: 

SEATTLE. WA 98 144 po #: 

PART*: DESCRIPTION: UNIT COST: TO' 

(QUANTITY: NVP FW 

1 0 

01 

17088-2 Iskinshorts | n^ZorTl— 

1 New 

jam 


sf~ 1 Form ^ 


•MAINUI-MCE I*' 


[bE"A I I L LW A y d 144 j 

7 *: fbE^UklPTION:! 


;KHLIMC BIKES, INCJ 

fot 

■UNIi LOST:: fTu I AL COST.! 



Now save this form under its own name so you can open it when you’re 
ready to order from this vendor. That way, you won’t have to retype the vendor 
information each time you want to make an order. 

a Choose Save Form As... from the File menu. 

o When the dialog box appears, type in the name of the vendor, then 
press Return. 

OTder forms Ced ^ fo ™ 1 3gain ’ “ WiU be easy t0 distin S uish the separate 

□ After saving the form, drag across the name of the vendor in the 
torm window and type in the name of the next vendor. 

□ When you have completed this task, choose Save Form As... again 
trom the File menu and save this form under the name of the 
second vendor. 

When you finish this process, you will have order forms ready for all the vendors 
you do business with, as well as a blank generic form to create forms for new 
vendors or special-order items. 

i ' Vhen you ’y e through with the current session and you choose Quit from 
the File menu, click the No button when File asks you if you want to save the 

< rm Z lth thC ° rder L ° S datafile - Since y° uVe already saved this form 
with the Save Form command, and have saved all the vendor forms individually 
you re covered. 
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Ordering Tasks 

Cycles Unlimited places an order every two weeks Every two weeks, Gus 
prints an inventory report from his Inventory Log datafile to get current totals 
at each location and then he copies these totals manually into die Order^Log 
datafile. Next he finds the items he needs to order from each vendor, loads he 
order form for that vendor, and prints a purchase order for each vendor with 
the items he needs to order. 

You can follow these same steps whether you order weekly, every two 
weeks, or once a month. 


Getting an Inventory Report 

First, you need to return to the Inventory Log datafile and print a report 
to give you current inventory totals at each location. 

To do this: 

□ Click in the datafile window to make it active. 

□ Choose Open Datafile... from the Form menu. 

If you stored your inventory log on another disk, eject the disk with your order 
datafile on it and insert the disk with the inventory log on it. 

□ Double-click on Inventory Log. 

□ Choose Report... from the Organize menu. 

Check to be sure your report window looks like this: 



This is the report you set up in Chapter 5. You may need to sort the Inventory 
Log datafile by Location in descending order (Z- >A) so that the order o 
datafile matches the order in your form. If you need help rearranging your 
report window to look like this, refer to Chapter 5. 

□ Click an X in the Summary Report box and choose Print Report... 
from the File menu. 


You should get a summary report that looks something like the printed report 
shown in Figure 6-7. 


















































Figure 6-7. A sample summary report far Cycles Unlimited 


Description Location 

axle - front Ny/p 

axle - front fw 

Totol for axle - front: 


Quantity Total Cost 

6 $137.40 

8 _ $183.20 

M $320.60 


axle - rear NWP 

axle - rear fw 

Total for axle - rear: 


9 $285.75 

J8 _ $254.00 

17 $539.75 


fenders - rear NWP 

fenders - rear fw 

Totol for fenders - rear: 


7 $81.20 

J3_ $150,80 

20 $232.00 


gloves - cycling nwp n 

gloves - cycling fw 25 

Totol for gloves - cycling: 42 " 


$116.96 
$172.00 

$288.96 


helmet - pro NWP 

helmet - pro fw 

Total for helmet - pro. 


6 $195.00 ' 

_6 _ $195.00 

12 $390.00 


pedals - black NWP 

pedals - black FW 

Total for pedals - block: 


M $94.50 

J6_ $108.00 

30 $202.50 


pedals - silver NWP 

pedals - silver FW 

Totol for pedals - silver: 


15 $96.75 

11_ $135.45 

36 $232.20 


pump - floor nwp 

pump - floor fw 

Total for pump - floor: 


15 $258.00 

_6 _ $103.20 

21 $361.20 


pump - frame NWP 9 

pump - frame fw 7 

Totol for pump - frame: ieT 


$128.16 

$99.68 

$227.84 


skinshorts 

skinshorts 


NWP 11 $273.90 

FW 17 _$423.30 


continued 
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Copying Report Totals into the Order Log 

The next step is to copy the totals from the summary report into the 
Order Log datafile. This is a task that must be done by hand, and it will ta e 
a few minutes to do. But the benefits of using this system outweigh the dis¬ 
advantage of copying in the totals manually. 

To copy in the report totals: 

□ Open the Order Log datafile. 

□ Hold down the Command key; press T to toggle to the view 1 form. 

□ Choose Sort... from the Organize menu. 

□ Click the Clear button to clear previous sort criteria. 

□ Click in the Description field, then click Sort. 



This will put your records in the same order as in the summary report. 

□ For each record in Order Log, click an insertion point in the NWP 
box, locate the current NWP total from the summary report, and 
type in that total. 



□ Next click in the FW box. Locate the FW total on the summary 
report and type its total into the FW box. 

□ Complete these two steps for each of the items in your inventory. 
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It should not take more than a few minutes because the items in your 
summary report are arranged in ascending alphabetical order by description just 
hke the items in your inventory log. And File will total the inventory at both loca¬ 
tions so you needn’t copy in the total from the summary report. You can com- 

°c alS ° n yOUF summar y re P ort to the totals in your order log to verify 
that the information has been entered correctly. 7 

Completing Ordering Information 

o taf „7 fi he , . ne ^ Step .' S t ° find a11 records with a negative value in the Restock 

m r field |,: r W1 u te yOU Wh,Ch ,tems need to be reorder ed, and the negative 
number wil tell you how many items you need to reorder to get back up to the 

restock level. Over time, by comparing orders you’ll be able to spot fast-moving 
items, so you can raise your restock level to meet the demand 

After finding out which items you need to order, you then need to sort 
ese items by vendor. Then decide how many of each item to order for each 
location, and enter that information in the QO_NWP and QO_FW fields 
Ordering by location allows you to distribute items easily to the right locations. 
Next load the purchase-order form for that vendor, assign a purchase-order 
number, and print out a purchase order. You can then go back to your Order 
Log torm and repeat the process for each vendor. 

The first step is to locate all items you need to reorder, 
o Choose Find... from the Organize menu. 

□ Click the Clear button to clear previous search criteria. 

□ Scroll the find window down until the Restock Status field is visible. 

□ Click in it and type <0 in the Restock Status field to locate all 
records with negative restock status. 



□ Click on the Find button, and File will locate all items that you need 

to reorder. 7 

□ Now scroll through the records, look at the Restock Status and 
Total fields, and determine the number of items you need to order 
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□ Click an insertion point in the QO-NWP and enter tlm amount 
for that location, then click an insertion point in QO_FW and 
enter that amount. 

□ Click an insertion point in the QO-NWP field for the next record. 


Insertion 

Point 


Notice that File computes the total order and total cost of the previous record 
and displays this for you. 

□ Continue through the rest of the records, entering quantities to 
order for each item at each location. 

The final step is to create the purchase orders for each vendor. 

□ Choose Find... from the Organize menu. 

□ When the find window appears, scroll it to the right until the 
Vendor field is visible, and then type in the three-letter code or 
the first vendor. 




□ Now click the Find button, and File will locate all items you need 
to order from that vendor. 
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* File Edit Form Oraanize 



□ Choose Show Form from the Form menu. In the form window, click 
on view 1 in the lower left corner to change to view 2. 

□ Now choose Open Form... from the File menu. When the dialog 
box appears, double-click on the name of the vendor you want to 
order from to see the form for the vendor you specified. 


worn 

—~ — —. Form — — — 



^LLts uwLinilto, i’FUMLHHSI ORDEF 

— 


T u puxVb^og • BIKES, 

ISk A 1 1 Lk, Wa y tt 1 44! r HU *• -I 

yuANr ityJ Wp! ;W ! |PAkt ":! taCRIPTION:! fUNII COST-' 'TO 5 

0 . 

iiurderi_NlUPiO_FllliPart# ^sc Notion-j-c^tH 

-[lerrL 1 nwh | un nwp | * | -py 

[View 2KPU ...... .— Ts: X 

a 


All that s left for this purchase order is to enter today’s date in the Date label and 
the purchase-order number in the PO # label in the heading area. 

D Click an insertion point after the word Date: in the Date label to 
select it. 



□ Type in today’s date, then lengthen the Date label, if necessary. 

























































































































230 


SECTION THREE Inventory and Ordering: Cycles Unlimited 


You can’t use the Command and hyphen keys at this point because File doesn’t 
automatically insert anything into label fields. 

□ Now click an insertion point in the PO # label, and type in the 
purchase-order number for your order. 

All you need to do now is print this purchase order. 

□ Click anywhere in the datafile window to make it active. 

□ Choose Print Records... from the File menu. 


It’s a good idea to keep a paper copy of each purchase order for yourself as a 
back-up, so tell File to print two copies. 

□ When the dialog box appears, double-click in the Copies typing 
field and type 2 for the number of copies. Click the OK button to 
tell File to begin printing. When printing stops, your purchase 
order should look something like the purchase order from Cycles 
Unlimited shown in Figure 6-4. 


To print purchase orders for the rest of the vendors, repeat the search 
criteria for the different vendors, load their purchase-order forms, and print the 

purchase orders. , 

When you’ve finished printing your purchase orders, you re ready to close 

the Order Log datafile and open a new datafile for mailing labels. Before you 
close the Order Log datafile, File will ask you if you want to save this form. 



□ Click No, because the View 2 form already attached to your Order 
Log datafile is the one you’ll want to keep with your datafile. 


Creating Labels 

One of File’s useful features is the ability to take a datafile containing name 
and address fields and print mailing labels from them. You can buy continuous- 
form adhesive labels that will work with most tractor-feed printers, as shown in 

FlSUI You 8 can use File to print labels for your vendors. Then all you’ll need to do 
is print the labels, stick them on the envelopes, and your orders will be addressed 
and ready to drop in the mail. 
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Figure 6-8. Continuous-form mailing labels in an 
ImageWriter printer 



To set up a vendor name and address file: 

□ Pull down the File menu and choose New Datafile. 

□ Type Vendors as the name of the datafile and click the New button. 

The Vendor fde opens with the form window active. The next step is to make the 
ailing label form. First, enter the field names and their information types. 

D Type Vendor (the field for the vendor’s name) and then press 
Return twice. r 

Pressing Return twice is File’s shortcut for choosing the Text information type. 

□ Enter the following fields and, after typing each name, press Return 
twice to choose the Text information type: 


Street Address 
City, State 
Zip 
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Scroll the form window all the way left, and your form will look like this: 



Iview It?! - 


las 


Next, make the Vendor and Street Address fields longer so they’ll display 
more characters in the datafile window. 

o Position the mouse pointer on the right edge of the Vendor field 
Hold down the mouse button and drag the edge to the right until it 
is about twice its original length, then release the mouse button. 



□ Lengthen the Street Address field the same way. 



Next you need to remove the check from List Helper and rearrange the 
fields vertically to make the form look (and print) like a mailing label. 

□ Pull down the Form menu and select List Helper. 

This removes the check from List Helper and give you a non-List Helper form. 
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□ Move the mouse pointer to the bottom line of any field in the form 
window, just above the patterned hide area. 

a When the mouse pointer looks like this: 



' Pointer 



vou n the r l?i ilinS labd . S arC ° nC inCh high> Dra SS in S the hide area down gives 
you the space you need to rearrange the fields for the label 

Next, arrange the address fields. 


□ Position the mouse pointer on the Street Address field, hold down 
the mouse button, drag the Street Address field below the Vendor 
held, and release the mouse button, so your form looks like this- 



□ Position the mouse pointer on the City, State field, hold down the 
mouse button, and drag City, State below the Street Address field. 

□ Select the Zip field and drag it alongside the City, State field. 
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Your form window now looks like this: 



The last things you need to do to this form are to make the printing 
boldface so the labels are easy to read, and to remove the borders from the 
fields Boxes around the fields aren’t attractive when the labels are printed. 


□ Choose Select All from the Edit menu so that these changes affect 
all the fields. 


□ Choose Format Field... from the Form menu. Click on the X in 
front of Border in the Style box to remove the border. 


□ Click an X in front of Bold in the Style box to have the labels 
printed in boldface type, then click the OK button. 


That’s all there is to setting up the label form. Now all that’s left is to 
click in the datafile window to make it active, click an msertion point ‘ n 
first Vendor field, and enter names and addresses of vendors. The Vendor 
datafile for Cycles Unlimited looks like this: 


* File Edit Form Oiganize^— 

. . . MMIir ~.. — . jjendors 

1 1 

—- ■u* 

Bicycle Centre — 

115 Front Street 

Tacoma, WA 98227 

2 

Otter Point Bike Supply 

638 W. Division 

Portland, OR 99601 

3 

Ken’s Speciality Cycles 

1417 3rd Street 

Santa Fe, NM 75006 

4 

Bikes R Us 

2507 Broadway || 

Chicago, IL 60612 _,— - 

7/7 

M 1 • . 'ii mi-- — - 


When your vendor file is complete and you’re ready to print labels: 

D Choose the Page Setup... command from the File menu. 

You probably don’t want record numbers or grid lines printed on your 
labels (the default), so that’s what you need to tell File. 
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D S 1 ' C . k I 0n the boxes in front of Print Record Numbers and Print 
Orid Lines to remove the checks from them. 

□ Click the Mailing Label box to put an X in it and click the 
OK button. 


Cancel 


ImagelUriter (Standard or Wide) 

Pa P er: ®US Letter OR4 Letter 

O us Legal O International Fanfold 

O Computer Paper 

Orientation: ®Tall O Tall Adjusted O Wide 
Pagination: ® Normal pages O No breaks between pages 

Reduction: ® None O 50 percent 

□ Print Record Numbers □ Print Grid Lines H Mailing Label 
Page Header: |j " 

Page Footer: I 


Left Margin: |0.75 
Top Margin: |~i 


Right Margin: [0.75 
Bottom Margin:!! 


Clicking the Mailing Label box tells File to print each field only as wide as the 
text contained in the field, regardless of the width of the field boxes which 
removes unsightly spaces between fields. 

□ Insert your labels in the printer. 

□ Choose Print Records... from the File menu. When the dialog box 
appears, just press Return to begin printing. 

Pressing Return aHows you to quickly bypass the dialog box asking for things 

lr the . nUm ^ r f c °P les y° u Wlsh to print because you aren’t changing the 
default options. File begins printing one label for each vendor. 8 8 

Your labels should now be printing on your printer. 

M f_king the forms was a major task but using them each time you order 
makes the setup work worthwhile. Having both a paper copy and an electronic 
copy of your records gives you two methods of tracking your orders. 

It you want to check the accuracy and completeness of shipments from 
vendors as each shipment arrives, you can compare your printed copies of 
purchase orders for that vendor. K 

Using File, your ordering will be consistent and accurate. And File 
completes gorgeous purchase orders that are easy for you to use and track. 






















The two tasks small contractors everywhere would like to do better are accurately 
estimate the cost of potential work by putting together good bids and track the actual cost 
as the work progresses so they can stay within the estimated cost of work. And they d like 

to do this with a minimal amount of paperwork. 

Fred and Ralph Biltwell, owners of Better Builders, are no exception They ve been 
building custom houses in the Puget Sound area for the last 10 years. Ralph manages the 
office and Fred does most of the site work. Although Ralph enjoys his work, his passion is 
fishing and he wants to spend more time in his boat without letting the business suffer e 
determined that if he had a computer to help with bidding and tracking costs he could 
work both more accurately and, most importantly to him, more quickly. So with some diffi¬ 
culty, he convinced Fred of their need to computerize their bidding and cost-tracking 
system, and they purchased a Macintosh and Microsoft File. After experimenting, Ralph 
completed a system to do bidding and track costs that’s just right far Better Builders. 

The basis of Ralph’s system is a Bid Master datafile that contains information about 
all the tasks involved in building a house, from the foundation to the roof. J he ™ he ^ e S 
putting together a particular bid, he takes just the items from the Bid Master datafile that 
are needed in the current bid and fills in the specific information for jo6. 

Then he runs a summary report, pastes the totals from this report into a Bid Worksheet, 
adds figures for allowances and contingencies, and gets a printed bid thats consisten 
and accurate. 

When a bid is accepted and construction begins, Ralph simply makes a c °Py°J 
Bid Master datafile, renames it to show it will be used to track costs adds two fields to 
store actual costs, and uses it to track costs. Then once a week Ralph runs 
job report and puts these totals into the cost-tracking datafile. Now he can obtain a report 
at any time that compares the current costs of the job to the bid. Using their new system 
Ralph and Fred have been able to control costs more effectively. This has resulted in more 

profit and more time to fish. 

What this section does is show you how to set up a bidding and cost-tracking 
system like the one Ralph set up. This is a good system for a small construction company, 
and it fits the way Ralph and Fred work. You can use this system as a starting point to 
design a system that fits the way you work. If you do many different kinds of construction 
you may want to set u P a bid master datafile for each type: far example one far houses one 
for office buildings, one far churches, one far kitchen remodels, one for decks, and one far 
solariums. You may wish to record each item on an invoice separately or you may want 
only the invoice total. If you follow the Better Builders example, you ll end up with a sys¬ 
tem that’s easy to use because it works the way you work and one that makes your bids 
as accurate as possible and shows your actual costs compared to your bid. 















In this chapter, we’ll see how Ralph Biltwell of Better Builders sets ..n th,. 
forms and reports he uses to make bids. First, he createl the Bid^M as £r-on£ 
d^e labor and material costs in this datafile change from bid to bid Then hJ 

SSStHHsSrsS 3? 


Creating a Bid Master Datafile 


of handrail! 6 hours. ^ 3 W ° rker C ° uld insta11 30 linear 
















7-1. The Bid Master datafile for Better Builders 


Figure 





continued 
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CHAPTER 7 Bidding 




.a*. ss and 'r with each 

If you keep the labor senary fW,™ tu • , siain S tor 1 x 8 beveled siding 

your figures you’ll change the cost of rh *!’ m ° St * lke *^ wflen you update 

may neglect to change "he Stoce fx filfl “ ^ ' X 6 sidi "*’ »“> 7" 

refleC ?wo i fie , |d e sa t 'b re ‘ aSk t l “8-«™^u C 4^1°taX? ,n8 ' Wi " * 
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l"bS’"-d an your bids win be consist because .he iabor per 
unit stays the same from bid to bid. 


Creating the Bid Master Form 

Constructing the form for the Bid Master is a simple task. It’s a good idea 
, default List Helper form so you can see as many records as pos 
r.he “le m E Mas.ec fir. you’ll crea.e in .his chapKr ,s shown 

in Figure 7-2. 


Figure 1-2. The form window, scrolled left and right, 
displaying the Bid Master form 



scrolling 
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D Start File b y double-clicking on the File icon. 

Insert a blank disk in your external drive, initialize it if necessarv an d 
name it something descriptive like Bid Data. y ’ d 

° J y P e Bid Master as the name of your datafile, click the Drive button 
button. SS3ry t0 11 ° n y ° Ur B ‘ d Data disk ’ and click the New 

° Enter the following six fields in the form window: 

Information Type 
Text 
Text 
Text 
Number 
Number 
Number 


Field Name 
Task 

Description 

Units 

Labor per Unit 
Labor per Hour 
Matrl Unit Cost 


win “d S£££ “ s '“ for a " ,lM Mds 50 a '« of «»* 



a Choose Set Font... from the Form menu. 
You’ll see a dialog box that looks like this: 



° 9 f t0 ? h °° Se Geneva font in th e 9-point size (Geneva 

IS the default font), then click the OK button. 
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screen at once: 

□ Move the mouse pointer to the bottom of any one of the fields in the 
form window. 

□ When the pointer looks like this: 



Pointer 


drag the bottom line up about a sixteenth of an inch and release the 
mouse button. 



Now when you view the records in the datafile window, you should be able to see 

“ reC ,"« to be "d a« S„°ger S « in a different typeface so 

they really stand out, here’s how to do it: 

□ Mote the mouse pointer to the lop of any field in the form window. 


□ When the mouse pointer looks like this: 



Pointer 
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grab the top of one of the fields in the form window drag it 
down to the / 2 -inch mark on the ruler on the left side of die 
form window, and release the mouse button. 



yo, can change t he fon, of cheiabds wL L&TZgEgZgZ? 



IDS 


' Form ~~ — 



0 . 

tabor per \ 

Unit it 

■" t o&orr per 

Hour 

noxn unit hi 

. cost .H 


m 

<y 

Viev 

nwi 

li-ui.m. IIH Unit f]- 

SElSiOS 

a 


° ,77," V T g " !° ,he “ ed 8 e . Check ,0 make sure the rectangle 

isn 1 teaching the regular fields, then release the mouse buttoS. 
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Once you have selected the headings, the bar at the top of the heading 



□ Choose Set Font... from the Form menu. 

□ Click on Chicago and click OK. 

To format Labor per Hour and Matrl Unit Cost as dollar fields: 

□ Scroll the form window to the right until both fields are visible. 

□ Click on the Labor per Hour field to select it. Hold down the Shift 
key and click on the Matrl Unit Cost field. 

box appears, click the Dollar button in the Display box, then click 
the OK button. 

The last step in making the Bid Master form is to size the fields so that 
y ou informatfon in each of the fieMs an »that as many fieids 

as possible are visible in the datafile window. To do this, 
o Scroll the form window all the way to the left. 

□ Move the mouse pointer to the right edge of the Description field. 

n when the oointer looks like this: 
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“ fckbta Ubor P" H °“ r - and M “' Cos, 

Your completed Bid Master form should look like ihe form in Figure 7-2. 

□ Choose Save Form from the File menu to save the Bid Master form 
you just made with the Bid Master datafile as your view 1 form. 


Entering Bid Master Information 


Master datafde ThiisThf f ^ m the datafile window your Bid 
, h ThlS 1S the foundatlon of your bidding system. You’ll use this 
datafile to jog your memory about items you need to make an accurate bid If 

you re an experienced contractor, you know what tasks to inrlnHf. ‘ km • 

^ " C T? ete 38 y ° U C3n ^ U nOW ' The complete 

tour h H I ? I y yOU Wl11 be to OVerlook items that should be included in 
y ur bids. Later, when you re constructing bids, if you find tasks you foraot to 

£^3SsS£SH“- 

Rid M,rr d m he,P WltH ,dentlf y in g hems that should be included in your 
Bid Master datafile, you may find these books useful: 7 

‘ c “‘ Robm s - Mea ™ c °"w 

• Ham Construction Estimates, Stanley Badzinsky, Prentice Hall 

Wh en you’re entering data in the units field, pick a unit that you’re 
comfortable with and then stick with it for the other fields that ns/th^ •, f 
measurement. Ralph used linear feet as the 

comf 1 ^ hi 315 h ° W hC 3nd Fred normal, y figure cabinets. You may be more 
comfortable with square feet of countertop. It doesn’t matter what unit of mea 
uremem you use-square feet or linear £,_ as aj ™ ° f 

he u„„ ls commonly used in your type of business. If you use linear fee" for 

e^r/a"' SUre y °“ “ «* Cos”^e f ° r 

t nf\ r , U hiang one linear foot, simply divide 1 by 20 Your answer 

Jhe Labor per Unit figure for base cabinets in the Bid Master 









248 


SECTION FOUR Bidding and Cost-Tracking: Better Budders 


Your business will most likely be different from Better Bilkers,_but you 
•ii Rirl Master in Figure 7-1 as a model. If you use any ol the sp 

to*check the labor-per-uni. figures again*t your 
own experience Your Bid Master should match your geographical area and 

Builders example exactly S but rather that you understand the methodology, 
usine File and the Mac to start with a Bid Master, then making a speci c > 
andffinahy how to use the bid information to track the job costs, whtch well 

explore in Chapter 8. 

The Bid Detail Form 

The next step is to use the Bid Master datafile and make a second form to 
use when you actually bid on a project. This form is simply theBtd Master 
with three additional fields. You use it each time you put together 
make a bid detail form. 

□ Choose Show Form from the Form menu. 

□ Click in the View 1 box in the lower left corner of the form window 
to change from view 1 to view 2. 



View box 




Remember, File stores two forms with each datafile and these are the two views 

y ° U 'Notke tha^when n you change 8 the form window to view2all formatting is 
lost. The next step, then, is to reformat the view 2 form windo . 

□ Click in the Task field to select it. 

□ Choose Select All from the Edit menu. 
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□ Choose Set Font... from the Form menu. 

□ When the dialog box appears, click on 9 to change the font size 
from 12-point Geneva to 9-point Geneva. Click the OK button. 

° S« l hTsh1p'? ra ' r “‘ he,OP ° flta “"•i'Pointer 



EtHSor 6 ' at once in the datafiie wind °- 


* File Edit Form Ornan^o 



to add N r e : add th ' y ° U " eed ‘° COmpl,!K a d « aited W. The fields you need 

• Area Desc 
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• Est. Amnt 

This field contains the number of units of material needed for the task (for 
example, 40 linear feet of handrails). 

• Cost 

This field calculates the cost of the task based on the material and labor costs 
you’ve entered. 

To add these fields to the Bid Detail form: 

□ Scroll the form window to the right. 

□ Click in the empty field just to the right of Matrl Unit Cost and add 
the following fields and their information types: 

Field Name Information Type 

Area Desc Text 

Est. Amnt Number 

Cost Number 



To add a formula that computes the cost of each task: 

□ Double-click on the Cost field. 

□ When the dialog box appears, click the Dollar button in the Display 

S the Computed box, and click in the Formula typing field. 


□ Type (Est. Amnt * Labor per Hour * Labor per Unit) + (Matrl Unit Cost 
* Est. Amnt) as your formula and click OK. 
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the ii!:^ f ° rmUla “ C ° mpUK ' he ' abor and add these 

Vtew heading *“ *"*>-« >» *- - 

a Position the mouse pointer at the top of any field. 

° 22! thC m ° USe but T down and dra S ^ horizontal line that 
K r e S &TL2' ng d0Wn “ "»* » -he ruler. 



your View'l C form e ^ ° f ‘ he “ h ' ad ' ngS *° they match the headings in 
° P ° inKr '" ,he 1 bl «" k »-he right of the Cost 

□ Hold down the mouse button, and drag the selection rectangle that 

S3 ar draggl "« “ 1| “ “ ^ ha- ctweL alf 

Make sure the rectangle doesn’t cover the fields or you will select then, as well. 
D Release the mouse button. 



infaeXt^d' ‘ he ‘° PS ° f ,he field head ‘ n * S has **— 

□ Choose Set Font... from the Form menu. 

□ In the dialog box, click on Chicago, then click on 12 to select 
12-pomt Chicago type. Click the OK button. 


to 




































252 


SECTION FOUR Bidding and Cost-Tracking: Better Builders 


Next, move the Area Desc and Est. Amnt fields so that they are next to the 
Description field. 

o Scroll the form window to the right until the Area Desc field is 
visible. 

field. Release the mouse button. 



o Jta, dmg the Est. Amnt field to the left ^ h ' 
appears as you start to drag is on the right side of the Area Desc 

field. Release the mouse button. 

Finally, size the fields just as you did for your view 1 form. 

□ Lengthen the Description field to twice its current length. 



O Shorten the Est. Amnt and Units fields to half their original size. 

□ Shorten the Labor per Unit, Labor per Hour, and Matrl Unit Cost 
fields by about a quarter of an inch. 

□ Shorten the Cost field to two-thirds of its original length. 

Your view 2 form should now look like the form shown in Figure 7-3. 
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Figtm 7-3. The view 2 form for the Bid Master datafile 
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scrolling 



Uni, S'fiST ,he D °" ar diSplay format “ the Labor P' r Hour and Matrl 

□ Click on the Labor per Hour field to select it. 

□ Hold down the Shift key and click on the Matrl Unit Cost field. 

□ Choose Format Number Field from the Form menu, click on the 
Dollar button, then click the OK button. 

□ Choose Save Form from the File menu. 

togethirourslm^bid^ 2 ^ ^ ^ ““ th ‘ S f ° rm when we P ut 

The Summary Report 

^ X I/ OU n f d to set U P a summary report that organizes all of the tasks in 
your Bid Master by general categories and also provides totals for these general 

tkin toaeth F ° r T mple ’ “ WlU PUt 311 the tasks involved building the founda- 
n together and give you a total for the foundation. When you do an actual bid 

y u select tasks from the Bid Master and put these in the Bid Detail form 
Then you 11 use the information in the Bid Detail (which contains only the tasks 
involved in the job you’re bidding on) to create a summary report The summary 

ma P r 0 y re W n rt°thIr U ° f WOrk ’ and it>s these totals from this sum¬ 

mary report that you 11 use in your actual bid. 

To set up a summary report: 

□ Choose Sort... from the Organize menu and click in the Task field. 
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The 1 tells you Task is the first sort criterion. The A - >Z tells you the tasks 
will be sorted in ascending alphabetical order. 

□ Click the Sort button. 

Now when you choose the Report... command, your datafile will be sorted by 
task, the way you want it. 

□ Choose Report... from the Organize menu. 

The report window will look like this: 



Notice that Task is the first field in the left column and is in the Sort area 
of the report window because you used the Sort... command before you opened 
the report window (File puts all sorted records into the Sort area of the repor 
window). You can also sort after opening the report window. If youdecide you 
don’t want to sort by task, for instance, you can select the Task field in the Field 
row and drag it into the Not Sorted area, or you can drag additional fields into 

the Sort area and File will sort them before it prints the report. 

The next step is to move all the fields except Task and Cost (the only two 
fields you need in your report) into the Not Shown area. 

□ Click on the Description held in the Field row. Hold down the Shift 
key and click on the Area Desc, Est. Amnt, Units, Labor per Hour, 

Labor per Unit, and the Matrl Unit Cost fields. 

□ Hold down the mouse button and drag these fields to the right 
until the vertical line that appears as you start to drag is in the 
Not Shown area. 
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Scrolled all the way to the left, your report window should look like this: 


=C1- -— - Rppnrt Si - — - 

UPreuiei 

Sort 

wj □ Summary Report 

IlNot s °rte 

jNot Shown 

o 

Headino 

Field 

by Task 

Grand 

lask 

Task 

CosT — 

Cost! 

j| uescnption_ 

Pi iTrmnrmrrTTM^Mi— 

“Hr 

1 

3D " l 



— 

ly 


Now to put totals in the Cost field: 

D Double-click in the Cost column and the By Task row. 
D Click in the Total box and click OK. 

□ Now click an X in the Summary Report box. 

Your report window will look like this: 



□ Choose Save Report from the File menu. 

Thats all there is to creating the summary report. You don’t need to Drint 
the report now because you first need to finish setting up your bidding system 

" ee . d t0 S3Ve the ^mmary report with the Bid Master datafile so you can 
use it when you actually make your bids. 

Making the Bid Worksheet 

The next step is to make the Bid Worksheet datafile. Right now you just 
for voutof 'h he /° rnl ' Th ?' Whe " you do a bid ’ the worksheet will be ready 
To make aBW Wortshi” SUmmary ^ ^ ‘ he Bid 
□ Click in the datafile window to make it active. 

° a ?r e NeW ^ at u afil j fr °*? the File menu and type But Worksheet 
as the name of this datafile. Click the New button. 
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□ Enter the following fields and information types in the form 
window: 


Field Name 

Information Type 

Task 

Text 

Base Cost 

Number 

Allowance 

Number 

Cntgcy% 

Number 

Cntgcy Amt 

Number 

Subtotal 

Number 

Tax% 

Number 

Tax 

Number 

Bid Total 

Number 


Now format the Base Cost and Allowance fields for Dollar display format. 

□ Scroll the form window all the way to the left. 

□ Click on the Base Cost field. 

o Hold down the Shift key and click on Allowance. 

□ Choose the Format Field... command from the Form menu. 

□ In the dialog box, click on the Dollar button, then click the 
OK button. 


Next, format the Cntgcy% field for Percent display. 

□ Double-click on Cntgcy%. 

□ In the dialog box, click on the Percent button, then click the 
OK button. 

Now enter your formulas for the Cntgcy Amt, Subtotal, Tax, and Bid 
Total fields. 

□ Double-click on Cntgcy Amt. When the dialog box appears, click 
the Dollar button, the Computed box, and in the Formula box. 

□ Type Base Cost * Cntgcy% as your formula and click OK. 
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□ Double-click on Subtotal. When the dialog box appears, click the 
Dollar button, the Computed box, and in the Formula box. 

° dkkOlT ^ + MowanCe + C nt g c y Amt as your formula and 


Format Field 
Name:[subtotal 


.-Type- 


- Display- 

O TeHt 


O General 

® Number 


® Dollar 

O Date 


O Percent 

O Picture 


O Decimal 

3 Computed 

O Scientific 


□ (n<l«K 


-Align- 

OLeft 
O Center 
® Right 


Decimals : [2 [ 


-' [Cancel ] 

-Style-- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

13 Commas 


Formula:|Base Cost * flllourance ♦ Cntgcq nmtj 


° nnS le h Cl !' k ° n ^' When the diaI °S box a PP e ars, click the 
Dollar button, the Computed box, and in the Formula box. 

D Type Subtotal * Tax% as your formula and click OK. 


Format Field 


Name: Tan 


-Type- 

OTent 
® Number 
O Date 
O Picture 


3 Computed 


□ IndeK 


-Display- 

O General 
® Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

OLeft 
O Center 
® Right 


[ Cancel ] 


Formula:| Subtotal * TaH7c| 


Decimals : |2 | 


-Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

3 Commas 


□ Double-click on Bid Total. When the dialog b 
the Dollar button, the Computed box, and in 


ox appears, click 
the Formula box. 


D Type Subtotal + Tax as your formula and click OK. 


Format Field 
Name: [Bid Total 


□ lnde« 


Type- 

O Tent 
® Number 
ODate 
O Picture 


3 Computed 


- Display- 

O General 
® Dollar 
O Percent 
O Decimal 
O Scientific 


-Align- 

OLeft 
O Center 
<•) Right 



Decimals: | 2 | 


Style- 


□ Border 

□ Underline 

□ Bold 

□ Italic 

3 Commas 


Formula:| Subtotal * Ta>j~ 
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That’s all there Is to mating the Bid Worksheet form. Later, after you’ve 
entered data, you may wish to size some of the fields so they match the lengths 
of the data you’re entering. 


The Bid Report 

The last thing you need to do to your bidding system is to set up the report 
that wTll be your actual printed bid. What this report does ,s take the informa¬ 
tion in the Bid Worksheet and print it with totals at the bottom. 

To set up the bid report: 

□ Choose Report... from the Organize menu. 



Note that all fields are placed in the Not Shown area of the report. This is 
because the report window hasn’t been reset from the last datafile (note that the 
Summary Report box is still checked). To reset the report window: 

□ Choose New Report from the File menu. 



Now all the fields are in the Not Sorted area of the report window. T e 
Summary Report box is still checked, but you don’t want this particular repor 

to be a summary report. 

□ Click in the Summary Report box to remove the check from it. 
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? tgCy Amt ’ 3nd TaX% fields contain infor- 
Siown area * need l ° See ’ 80 let ’ s move th ^e fields to the Not 

□ Select Allowance in the Field row. Hold down the Shift key and 
select Cntgcy%, Cntgcy Amt, and Tax%. ^ 

a Drag these fields to the right until the vertical line that appears 
button St3rt t0 dr3g 1S m thC NOt Shown area ’ Releas e the mouse 



Next you need to provide for grand totals (which the 
to see). To add grand totals: 


customer WILL want 


D Scro11 the report window all the way to the left. 

° D °^ C ' iCk "? the box at the intersection of the Base Cost column 
^d dick"OlT WhCn the dial ° g h” apRearS ’ Clkk on the Total 


Format Summary Field 
Grand Summary of "Base 
Cost" 

-Function- 

S Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Maximum 

□ Std. Deu. 



a Do the same for Subtotal, Tax, and Bid Total. 













































260 


SECTION FOUR Bidding and Cost-Tracking: Better Budders 


Finally, size the report fields to accommodate the information they 
will contain. 

□ Scroll the report window all the way to the left. 

□ Place the mouse pointer on the right side of the Task held in the 
Field row. 

□ Hold the mouse button down and drag to the right until the Task 
field is twice as wide as when you started dragging. Release the 
mouse button. 



□ 


Now reduce the size of the Base Cost, Subtotal, lax, and Bid 
fields by about one-third. Your report window should look like 


IIP ~ 

(jpreuieu 

===== Report — 

7 \ n Summary Report __ 

= - HI 

O 

a 

Sort 

Headinq 

Field 

, Q t |base Costl bubtotai 1 1 ax - 

I Base Costl subtotal! M 

Bid 1 otal H 
Bid Tot a Ilf 

Grand 

lTotal |T otal |T otal 

IT otal H 




□ Choose Save Report from the File menu and the report will be 
saved with the Bid Worksheet datafile. 
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Making Your First Bid 

, t ‘ lat Ral P h , has the bidding system completely set up, he’s going to 

show Fred how it works. They’ve just come back from looking at a job they’re 
interested in bidding on, a house for the Faradays. We’ll look over Ralph/ 
shoulder as he shows Fred how to use File to make a bid. 

RiH JT RalP i H FrCd the Bid MaSter datafile - The X lo °k at a copy of the 

Bid Master wtth the Faraday house in mind and delete those items not included 

m the Faraday project: They delete tasks for decking, a rockery, and special 

tnrer°M r °° bng because the Farada y house won’t include those fea- 

tures_ Next Ralph switches to view 2 (the Bid Detail form) and enters informa¬ 
tion for the specific project in these fields. Then he creates a summary report 
and copies information from it into the Bid Worksheet. Finally he adds the nec¬ 
essary information to complete the Bid Worksheet and prints the Faraday bid 

costs in°t h r r T l by J firSt Updadn S the la bor-per-hour and material 

costs in the original Bid Master datafile. Whenever you’re working on a project 

if you notice that either material or labor costs have changed since the last dme 

can kpen/^r ‘n ™ teria ! s or hired the labor, jot this down somewhere, so you 
keep track of labor and materials changes you need to make in your Bid 
Master. Then when you update the Bid Master, you can quickly go to just the 
tasks where material or labor costs need changing. Also, if your costs come in 

ZefhTh g 7 ° r Cr than y ° Ur bid ’ y° U can use this information to up- 
d t C , tbe lab °" and mate [ ial costs in your Bid Master and you can more accu- 
y T rac tb€ J cost of the P ro ject (we’ll look at tracking costs in Chapter 8) 

Then make a copy of the Bid Master datafile. You use the copy when you 
work on a bid. That way you can change information in the datafile for th/spe- 
cific project and leave the Bid Master datafile intact for future bids. 

icallvhv/Tk'?/? UpdatC ? e Bid Master datafi,e if y° u first sort it alphabet- 
^ • 7 7 r T hat Way Slmilar tasks Wl11 be grouped together and it will be 
easier to find the ones you need to update. 

□ Start File and load your Bid Master datafile. 

□ Hold down the Command key and press T to toggle to the 

view 1 form. b 


□ Choose Sort... from the Organize menu. 

□ Click the Clear button to clear previous sort criteria. 

□ Click in the Task field. 
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You should see a 1 in the small box on the left of the Task field, indicating t is 
is your primary sort, and A - >Z in the large box to the right, indicating the 
records will be sorted alphabetically. 

□ Click the Sort button and the records will be sorted by task. 

□ Now scroll through the datafile and update any labor or material 
figures. 

When you’re finished updating the Bid Master, you’re ready to make a 
copy of it to use for a specific bid. To make a copy of the Bid Master, first quit 
File and return to the Mac desktop. 


D Choose Quit from the File menu. 

□ Click on the Bid Master to select it and choose Duplicate from the 
File menu. 

The Mac will make you a copy and name it Copy of Bid Master. 

□ Since Copy of Bid Master is already highlighted, simply type the 
name of the bid then press the Return key. (In our example, we 
have named it Faraday Bid Master.) 


This is the datafile you’ll use to generate the bid. 

□ Double-click on the Faraday Bid Master icon to open it. 

You now have a datafile called Faraday Bid Master that looks exactly like 
your Bid Master. The first step is to delete items in the Bid Master that are not 
included in the Faraday project. 

Our example shows a subset of tasks for the Faraday house. What they want 
is a no-frills house on a level lot with no deck, a flat roof, only carpeted or vinyl 
floors, and aluminum windows. So we need to go through the Faraday Bid Detail 
datafile and delete tasks that aren’t part of this project. 

□ Delete those items that don’t apply to the project you’re bidding on 
by clicking on the record number of the task you want to delete, 
holding down the Option and Command keys, then pressing the 
Backspace key. 

Figure 7-4 shows the items that apply to the Faraday bid. 

□ Hold down the Command key and press T to toggle to the 
view 2 form. 

□ Now enter information for your bid. 

Figure 7-5 shows the sample information entered for the Faraday bid 

You’ve done the hard part—entered all the specifics for a job. Now its Files 
turn to work and turn this information into a bid worksheet that will become 
vour actual bid. This is the easy part. All you need to do is run the summary re¬ 
port you created earlier, save the totals as a text-only file, and bring them into 
your Bid Worksheet datafile. 















Figure 7-4. Aprintoutof the Faraday Bid Master datafile 



continued 





























































































































Figure 7 - 5 . A printout of the Faraday Bid Detail form 



continued 


' -------- 






Labor 
per Unit 

Labor 
per Hour i 

Hatrl 
Unit Cost 

Cast 



0 .05 ' 

$12 .00 " 

$100.00 ' 

$2.515.00 


2 

0.11 

$12.00 

$78.00 

$1.586.40 



0.07 

$12.00 

$85.00 

$643.80 


- 

4 

5. 

2 

2 

$18.00 

$18.00 

$43.85 

$43 85 

$43.85 

$1,237.68 

$119.78 

$1 .197.75 


JL_. 

JZ_. 

ft 

2 

1~6 

$14.00 

$1400 


$5600 

$179.20 

_Q— 

Q 

6 

$14 00 

$70.00 

$308.00 


_Jz- 

10 

5 

$14.00 

$55.00 

$750.00 


JLL 

0.8 

$14.00 

$30 00 

$10.00 

$206.00 

$192.00 


-12- 

0 002 

$16.00 

$0 46 

$738 00 


14 

5 

0.001 

0.0035 

$16.00 

$17 00 

$0 39 

$0 80 

$1 .015.00 

$859 50 


iL 

7 

4 

0.35 

$25 00 

$17 00 

$300.00 

$0.80 

$400.00 

$540.00 


ft 

0.0039 

$8.75 

$0.50 

$1 .869.44 

U- 

Q 

02 

$14.00 

$1.80 

$184 00 

aL 

9ft 

0.0006 

$14 00 

$0,751 

$455 04 

flu 

-2I 

0.02 

$14.00 

$0.80 

$ 11.00 

$432.00 

$1 .056.00 

J22 

00015 


$0 72 

$72.00 

. U J - 

-24 

0.006 

$10.00 

$43.85 

$43.85 

$439.30 

$439.50 

-23_ 

26 

2.5 

$13.00 

$250.00 

$282 50 


0.0833 

$20.00 

$3.00 

$0 80 

$93.32 

$1 .209.60 

2Q 

0.0006 

0 001 

$8 00 

$0.90 

$1.089.60 

-Xjl 



$700.00 

$700.00 

3 1 



$50 00 

$50.00 



5 $15.00 

$125.00 

$400.00 


3! 

$15.00 

$65.00 

$352.50 


3: 

61 

$15.00 

) 

$50.00 

$1 .500.00 

$205.00 

$1.500.00 

■77 

4.2! 

5 $15.00 

$1 .200.00 

$75.00 

$1.200 00 

$138.75 

i2X 


2 $9.00 

$24.50 

$850.00 


0.1: 

2 $15.00 

$78 00 

$159.60 

.40. 

0.002 

1 $1300 

$0.27 

$237.84 
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To run the summary report: 

□ Choose Report... from the Organize menu. 



wkhTe' W “ h ‘ he SUmmary reP °" y °“ Crea “ d and 
□ Click the Preview button to see your report displayed on the screen. 


_£ile Edit Form Organize 


Task 

Cost 

Cabinets 

$4,745.20 

Concrete Finishing 

$2,555.20 

Doors 

$1,691.20 

Dry wall 

$1,753.00 

Electrical 

$1,799.50 

Exterior Siding 

$1,869.44 

Finish carpentry 

$1,071.04 

Floors-carpet 

$1,056.00 

Floors-vinyl 

$72.00 

Foundation 

$878.80 

Garage doors 

$282.50 

Grading and Fill 

$93.32 



Notice how File combines each of the similar tasks into one group and displays 
a total for each group. For example, all six door tasks are combined in theVLrs 
category and a total cost for all doors is given. 

Now save the information in this report so you can bring it into your Bid 
thractuaTbid C ^ ^ ““ th ' ngS Hke COntin g encies and tax, and [hen print 
To save the report information: 


□ Click the Done button to end previewing the report. 

□ Choose Save Report As... from the File menu. 
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□ Type Faraday Bid Info (the name of your report). 

D Click the button in front of Text Output and click Save. 

The Text Output button tells File to save the actual report information rather 

than just the report form. . , .. , , it 

That’s all you need to do with the bid master for your job. Youve used it 
to get the information you need in the report by tasks, which you’ve saved as a 
text-only file named Faraday Bid Info. The next step is to leave the Faraday Bid 
Master datafile and load the Faraday Bid Info summary report information into 
the Bid Worksheet datafile. For our example, we’ll first make a copy of the Bid 
Worksheet and name it Faraday Bid. That way, the Bid Worksheet will stay in¬ 
tact and you can use it for all of your future bids. 

□ Choose Quit from the File menu to leave the Faraday Bid Master 
datafile and return to the Mac desktop. 

□ Select Bid Worksheet by clicking on the icon and choose Duplicate 
from the File menu. 

The Mac creates a copy of the Bid Worksheet and you see a new icon on the 
desktop called Copy of Bid Worksheet. 

□ Rename the Copy of Bid Worksheet by typing Faraday Bid and 
pressing the Return key. 

□ Double-click on the Faraday Bid icon to load it into File. 

Now load the tasks and amounts from the summary report by task into the 
Faraday Bid. 

□ Choose Open Datafile... from the File menu and double-click on 
Faraday Bid Info. 


~i—i - -Faraday Bid —' 



Task 

Base Cost 

Allowance 

Cntacux 

CntqcylO 

1 

Task 

♦ERROR! 



m 

2 


♦ERROR! 




3 

Cabinets 

$4,745.20 




4 

Concrete Finish 

$2,555.20 




5 

Doors 

$1,691.20 




6 

Drywall 

$1,753.00 




7 

Electrical 

$1,799.50 




8 

Exterior Siding 

$1,869.44 




9 

Finish carpentr 

$1,071.04 




10 

Floors-carpet 

$1,056.00 




1 1 

Floors-vinyl 

$72.00 




12 

Foundation 

$878.80 




13 

Garage doors 

$282.50 




14 

Grading and Fil 

$93.32 




15 

Insulation 

$2,299.20 




16 

Overhead - Ren 

1 $70000 



- Q 



ftSQ.QPl 
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r iz 

c — opt '°" s 

tw , • y £ U .!T, US,n £ an early Version of File 0-° or 1-01) you may find that if the 
’ ^ 3 C i m ^ 1S CaSe> * s longer than the field (all the text 

cant be vtewed m it), File may omit the tab character (the fidd separa^ when 

beinl e ro he .T POrt T dlSk 35 3 teXt ‘° nIy fi,e - This re sults in some of the totals 
being copied into the same field as thf> tacV ^*i_• i ^ _ _ 



»52£ssr»=««sstr 
























































268 


SECTION FOUR Bidding and Cost-Tracking: Better Builders 


This occurs because when you run the summary report and save it as a 
text-only hie on disk, the Task held in the report window is not wide enough 
to accommodate all the text. So you need to go back to the Bid Master dauhle, 
open the report window, make the Task held wider, choose Save Report . • • 
from the File menu, click the Text Output button, type a report name, click the 
Save button, and then bring the report into the Faraday Bid datable again. 

Your Bid Worksheet should now look like this: 


• File tail rorili UI 


8 

Task 

Floors-carpet 

Base Cost 

$1,056.00 

Allowance 

Cntacux 

CntqciK 

9 

Floors-vinyl 

$72.00 




10 

Foundation 

$878.80 




11 

Garage doors 

$282.50 




12 

Grading and Fill 

$93.32 




13 

Insul ation 

$2,299.20 




14 

Overhead - Reni 

$700.00 




15 

Overhead - Util 

$50.00 




16 

Plumbing fixtur 

$957,561 




17 

Plumbing rough 

$1,500.00 




18 

Plumbing Solar 

$1,200.00 




19 

Plumbing Water 

$138.75 




20 

Roofing 

$850.00 




2 1 

Rough Carpentr 

$4,045.19 




22 

New 

22/ 

Windows-alumi 

$416.00 



III ^ 


First, widen the Task held to accommodate the text it contains. Since you re 
using a List Helper form, you can do this in the datable window. 

□ Place the mouse pointer on the right side of the Task field heading. 

□ When the mouse pointer looks like this: 


6 File Edit Form Organize 



Pointer 


hold down the mouse button and drag to the right until the 
Task field is twice its current length. Release the mouse button. 
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tax? field 311 IT ha T !f ft n d ° ‘ S com P lete the allowance, contingency and 
than including a base cosrforiWmssucha^fliMj^^erhigs^rKl'appliances'^WiUi 

“ * TeSlrir WaMS l Par ' kUlarly “P-‘veLr^ a ^e“ 

dian the X c '° WanCe ’ the ° wner is charged for the amount greater 

than the allowance. Some contractors combine base costs and allowances bv 

using the base-cost field for the cost of standard-grade itel to add,™ L 

grade 3 The a y m feei n thi a s fi ^ Ure h^ “U-** USed l ° upgrade from the standard 
g aae. 1 hey feel this gives them a bit more flexibility. If their actual costs are 

exceeding their estimates, they can eliminate allowances, use stzndLd eraZ 
and come closer to their original totals. standard grades, 

them ^ Xt ’ yOU , need to add contingency percentage figures where you need 

“ul^So 3 ^ a ^ x peCcTnttsu^has 7. fspe^m^nXe tax 

be taxed and stil" others “* 











































Figure 7-6. A printout of the Faraday Bid datafile 
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Now y° uve entered all the information you need for this hiH 1 

t h.ng left is prim it using she repor, form ^ cmmed ” d' 

a Choose Report... from the Organize menu. 



File opens the Report window and displays the 
Worksheet. 


report you saved with the Bid 


Check to make sure the box in front of Summary is not checked 

showstlyTalf “ “ * a " “ tire «j« » summarytpori ihac 


□ Click the Preview button to preview the report. 

You will see the finished bid displayed. Check it to make sure it is what you 

nmhing “L* ^ - 

To print a copy for yourself and one for the Faradays: 

□ Choose Print Report... from the File menu. 

□ Double-click in the Copies box, change the 1 to a 2, and dick OK. 






























Figure 7-7. A printed bid for the Faraday job 


_Task_ 

Cabinets 

Concrete Finishing 

Doors 

Dry wall 

Electrical 

Exterior Siding 

Finish carpentry 

Floors-carpet 

Floors-vinyl 

Foundation 

Garage doors 

Grading and Fill 

Insulation 

Overhead - Rentals 

Overhead - Utilities 

Plumbing fixtures 

Plumbing rough & trim 

Plumbing Solar Water htr 

Plumbing Water htr 

Roofing 

Rough Carpentry 
Windows-aluminum 


Base Cost Subtotal 

$4,745.20 $7,920.20 

$2,555.20 $2,555.20 
$1,691.20 $1,691.20 
$1,753.00 $1,753.00 
$1,799.50 $2,739.48 
$1,869.44 $1,869.44 
$1,071.04 $1,124.59 
$1,056.00 $1,556.00 
$72.00 $222.00 

$678.80 $922.74 

$282.50 $282.50 

$93.32 $93.32 

$2,299.20 $2,299.20 
$700.00 $700.00 

$50.00 $50.00 

$957.50 $1,753.25 
$1,500.00 $1,725.00 
$1,200.00 $1,380.00 
$138.75 $138.75 

$850.00 $850.00 

$4,045.19 $4,045.19 
$416.00 $416.00 


Tax Bid Total 

$0.00 $7,920.20 

$183.46 $2,738.66 
$121.43 $1,812.63 
$125.87 $1,878.87 
$0.00 $2,739.48 
$134.23 $2,003.67 
$80.75 $1,205.34 
$111.72 $1,667.72 
$15.94 $237.94 

$66.25 $988.99 

$20.28 $302.78 

$0.00 $93.32 

$165.08 $2,464.28 
$0.00 $700.00 

$0.00 $50.00 
$125.88 $1,879.13 
$123.86 $1,848.86 
$99.08 $1,479.08 
$9.96 $148.71 

$61.03 $911.03 

$290.44 $4,335.63 
$29.87 $445.87 


Total. $30,023.84 $36,087.06 $1,765.14 $37,852.19 




























Cost-Tracking 


Now that the bidding system set up in Chapter 7 is working you need 

lZ y r!T£ h J °, COS,S and COmpare yOUr actual “ sts •» your blis as thetork 
E3K£?“ ^ VOU Can “** S " e that -yi"* «hin your 

Invoices which U , Start b > creati "« » datafile called Outstanding 

of,h ^;:,s B “ i,d '“ nr 

' ample Job Cost Card is shown in Fierure 8-2 ^ With oil *u' • r 6 

one place, it s easter to analyse a job-, cS acc““Sg is 

you ma^need* to* reco "d r ^ COI ^ d "“Uy- »ut if your business is small ' 

y y ed to record invoices and complete job cost cards only monthly. 












Figure 8-1. A sample Outstanding Invoices datafile printout 







continued 









































































































































continued 



^otal Cos 

l Dote Poid 

-1- 

$337.50 

1 10^13/84 

2. 

$116.42 

10/13/84 


$3^98 

10/13/84 

4 

$26.41 

10/31/84 

5. 

$210.21 

10/31/84 

-6 

$48.31 

10/31/84 “ 

Z 

$271.66 

10/13/84 

a 

$137.94 

To /31/84 

-3 

$1 .722.11 

10/31/84 

JJL 

$93.27 

10/31/84 

-Ll 

$21.67 

10/31/84 

JL2 

$188.65 

T“0 /31/84 

-li 

$65.30 

10/31/84 

-L4 

$3.70 

10/13/84 

-15 

$213.60 

10/31/84 

JLfL 

$475.32 

TO /31/84 

.17 

$27.73 

To/31/84 

.10 

$2.996 84 

10/31/84 " 

L9 

$237.16 

10/31/84 

-2£L 

$145.33 

10/13/84 

-21 

$134.73 

10/13/84 ' 

-22 

$407.48 

TO/ 13/84 

-23. 

$443.70 

10/31/84 

-24 

$16.68 

10/31/84 


$32.34 1 

10/31/84 ~ 

-25. 

-2Z_ 


1172.48 1 

IO/'i3/84 


876.42 1 

6/13/84 

: 

244.98 1 

0/31/84 

-2a.- 

: 

209 13 1 

0^31/84 ~ 


$6.20 1 

0/13/84 


Figure 8-2. Part ofa sample Job Cost Card datafile 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


Making the Outstanding Invoice Form 


jug itiv ''I*'""-n — 

Now you need to create a form for displaying Outstanding 
formation You’ll enter invoice information from all your jobs in this dat 

once a week. 

D Choose New Datafile... from the File menu. 

You may see a dialog box asking if you wan, ,o save the current form with the 
Faraday Bid datafile. If so, click the YES button. 

□ Click the Eject button. 

D Insert a blank disk, initialize it if necessary, and name it job Costs. 

□ Type Outstanding Invoices as the name of your new datafile, then 
click the New button. 

Outstanding Invoices will contain these fields. 

• J 0 ^ . , 

This field contains the owner’s name or some other means of identifying the jo . 

• Supplier 

In this field, you enter the name of the supplier submitting the invoice. 

• Invoice # 

This will be a text field, because some invoice numbers contain letters. 

• Date 

The date you enter in this field is the date the invoice was received. 

• Task. 

In this field, enter the task for which the item on the invoice was used. The task 
musi L typed in exactly as it was on your Bid Master datafile. 

• Qnty 

Qnty contains the quantity of the item on the invoice. 

• Unit 

The Unit field contains the unit of measurement used in that record in the Qnty 
field (for example, per hour, per yard, or each). 

• Description 

• Unit Price 

• Subtotal 

The Subtotal field is a computed number field containing a formula that 
multiplies Qnty by Unit Price. 











CHAPTER 8 Cost-Tracking 


277 


• Discount 


subtotal if you pay rthtaroda®' £To taZ field. 

• Discount Amt 

^rnultiplyi^^h^Subtcrtal^ld^DisaHinrfipLk^ 1 ^ 16 diSC ° Um ^ the SU PP ,ier 


Cost 


S&t'sr pay for ,he uem - 

• Tax 

In this field, enter the sales tax or other applicable tax amount. 

• Total Cost 

This computed number field contains a formula that adds Cost and Tax. 

• Date Paid 


Enter the date you paid the supplier in this field. 

□ Add these fields in the form window: 


Field Name 

Information Type 

Job 

Text 

Supplier 

Text 

Invoice # 

Text 

Date 

Date 

Task 

Text 

Qnty 

Number 

Unit 

Text 

Description 

Text 

Unit Price 

Number 

Subtotal 

Number 

Discount 

Number 

Discount Amt 

Number 

Cost 

Number 

Tax 

Number 

Total Cost 

Number 

Date Paid 

Date 


Add fo^ulas ,° ,he Subtotal. Dtscoun, Atut, Cost, and Total Cos, fields: 

Scroll the form window to the left until the Subtotal field is visible. 
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D Double-click on the Subtotal field. When the Format Field dialog 
box appears, click Dollar in the Display box, click the Compute 
bS, ffin click an insertion point in the Formula typing field. 

□ Tvne Onty * Unit Price and click the OK button. 



□ Double-click on .he DiscountAm. 

in the Display box, click the Computed box, then click an insert 

point in the Formula typing field. 

□ Type Subtotal * Discount and click the OK button. 


Format Field 


□ indon 


Name:! Discount Amt 


Type- 

OTent 
0 Number 
O Date 
O Picture 


Display- 

O General 
0 Dollar 
O Percent 
O Decimal 
O Scientific 


1 Align- 

O Left 

O Center 
0 Right 


Pecimals: |2 ~| 


t OK-kl 


I f Cancel ] 

Style- 

□ Bolder 

□ Underline 

□ Bold 

□ Italic 

0 Commas 



□ Double-click in the Cost field. 

□ Click the Dollar button in the Display box, click the Computed 
box, and click an insertion point in the Formula typing ft • 

□ Type Subtotal - Discount Amt and click the OK button. 


Format Field 
Name:|cost 


□ IndeK 


_is 

[ Cancel ) 


r-Type- 

O Tent 

0 Number 
] O Date 
| O Picture 


Display- 

O General 
0 Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

OLeft 
O Center 
0 Right 


Decimals:|2 j 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

0 Commas 
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□ Double-click on the Total Cost field. 


box and tAirl ^ in the Dis P la y box > ^ck the Compute 
box, and click an insertion point in the Formula typing field. 

° T yP e Cost + Tax and click the OK button. 


Format Field 


Name: Total Cost 


□ index 


-Type- 

O Te»t 
(•) Number 
O Date 
O Picture 


] Computed 


- Display- 

O General 
(•> Dollar 
O Percent 
O Decimal 
O Scientific 


[Cancel 


-Align- 

OLeft 
O Center 
(•) Right 


Decimals :[2 I 


Style-- 

□ Border 

□ Underline 

□ Bold 

□ Italic 

0 Commas 



2£ oZTX? f r a,ting d -*“ - 

information, you can make those^Lld d u ? COntain a sma11 amount of 
«* narrower. *” ” ^ a " »* - 

a Move the mouse pointer to the top of the hide area. 
a Whe n the pointer looks like this: 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 



Now you should be able to see 22 records rather than 17 records at once in the 

daIafi N„Z i fo°mat the Unit Price and Tax fields for Dollar display, 
n PI irk on the Tax field to select it. 


□ Hold the Shift key down, then scroll to the left and click on the 
Unit Price held. 


□ Choose Format Number Field... from the Form menu. 

o In the dialog box, click on Dollar in the Display list box then 
click OK. 

Next, change the display of the two date fields from medium-length display 
(the default) to short display. 

□ Scroll left and click on the Date held. 

□ Hold down the Shift key, then scroll to the right and click on the 
Date Paid field. 

□ Choose Format Date Field... from the Form menu. 

□ Click the Short button in the Display box, then click the OK button. 


Format the Discount field for Percent display. 

□ Scroll to the left and double-click on the Discount field. 

D In the dialog box, click the Percent button in the Display box, then 
click the OK button. 


You’ve narrowed the fields to display more records on the screen. To 
squeeze more text into each field, change the font size of all the fields to pom 

□ Choose Select All from the Edit menu. 

□ Choose Set Font... from the Form menu, click on the 9 to select 
9-point font size, then click the OK button. 

y|,e)ast stepTs'to^ifthe n fields W Since S maiiy n o 01 i^fi°lds n are^lder^ , han the 























CHAPTER 8 Cost-Tracking 


281 


t“ s on r w “>« 

Tasl v„ nd rs io " ) w,der » 

form shown inV ° iC ' f ° rm Should took Uke the 


Figur e 8-3. The completed Outstanding Invoices fc 


arm 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


□ Save this form by choosing the Save Form As... command from 
the File menu. 

□ Type Invoice Farm as the name of the form and then dick the 
Save button. 

You will use Invoice Form later when you make invoice history datafiles 
f ° r t & you don’t have to create a new 

time you Sll a disk with invoice infomaOT, rrake a ^y , 986 g f or ou[ 

voices now, rename the copy (we use e when that disk is full, just make 

fnvolved'and move it to another blank disk. To make a copy of the Outstanding 

Invoices datafile: 

□ Choose Quit from the File menu. 

o On the Macintosh desktop, click on the Outstanding Invoices 
datafile icon to select it. 

□ Choose Duplicate from the File menu. 

After a short time, another icon called Copy of Outstanding Invoices will appear 
on the desktop. 

□ Since the new icon is already selected, just type Invoices - October 
1986 and press Return to rename it. 

□ Choose Eject from the File menu. 

□ Insert a blank disk, initialize it if necessary, and name it Invoices 1. 

o Click on the dimmed Invoices - October 1986 icon, hold down the 
Shift key, then click on the Invoice Form icon. 

° SSEXSS? 

displayed on the screen. 


The Historical Job Datafile 


addition to a large invoice datafile '“ice 

h' j ° bS d°afi"rwil°keep a in^^oice informatton for only one job from the starting 
datMto the^urrent date That way, ^ u . can'm>'back^over'the'^nformation 6 

to improve on your bidding. 
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To create a new datafile to store a history of invoices for the Faraday job: 
□ Double-click on the Microsoft File icon to begin File. 

° InV °c eHlStWy as the name of y° ur new datafile Click 

ss: Sxf eek ,h ' ££ ■" 

D szgsssz&L ss sz. an4 *■ 



Form T Rm fi fh dS “ ? C f ° rm Wind ° W are the fields the Invoice 

a Choose Select All from the Edit menu, 
a Choose Format Field... from the Form menu. 

You’ll see this dialog box: 


Format Field 


□ Inden 


-Align- 

OLeft 


-Style- 

□ Border 

O Center 


□ Underline 

O Right 


□ Bold 


□ Italic 


Cancel ] 


so „ 0 : f r: :rc,ESr: “ n h t e r s you rou,d d ° 

□ Click the OK button. 

Hi3CorH*afi“ S “* form WindoW are now added >° *0 Faraday Invoice 
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the information for the current month. 

□ Click in the datafile window to make it active. 

□ Choose Open Datafile... from the File menu. 

o When ihe dialog box appear, asking if you£ ““ 
form with the Faraday Invoice History datafile, click the Yes duu 

D Double-click on Invoices - October 1986 to open it. 

Adding Invoice Information 

Next, you need to take your stack of paper invoices and enter them one at 
a time in the Invoices - October 1986 datafile. 

□ Enter the invoice information shown in Figure 8-1 (or information 
from your own invoices). 

dwplerl'you ean'enter ^tvoice'infonnat^tonwa week or so^d^tending on'your 

lCTel YoLTan enSrtvoice informatton ustng whatever level of de,ad you’™ ^ 

separatTthe invoice hnformatioif for each hem yon emer by job so you can track 
costs back to the correct job. 


Separating Invoices by Job 


i ™,n nee our Invoices - October 1986 datafile to store a 

months wor ^ofirrvoices! Eachweek, *t y~ed ea—■ 

mnT—;“mport y from ^invoice history file for each job, and copy 
the' total* from d« summary report tn.o the job cost cards for each job. 

To find invoices for each job: 

o Choose Find... from the Organize menu. 

□ Click in the Job field, type Faraday (or the name of one of your 
current jobs). 

This tells File to find al, records 

specified, only want to transfer those records containing the 

SjI n YouXthltby putting the special search character > before the date in 
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Bed field com ™ S T"* F " e “ find th ° Se Farada >' records in which the speci- 

' t"“ IT:? “ e c®dT r Wha ‘ V ° U ‘ Vpe after lhe ;> "" ‘his case, 

tne date). Io tell File to find the most recent records: 

D SISiH thC DatC f dd and tyPC > 10121183 (OT the date y°U last 

entered invoice information for that job). 7 

□ Click the Find button. 


1D~-= 

Find = 

( Clear ) 

Job 

Farad-jy 

Supplier 

Invoice * 

Date 





>10/21 /85l 

lllllllll 

L 

UiL - L -—--- TST' 


in h week after y° u hud the records containing invokes for that job 
^d 1986 data h |e ’ y°u" copy these records the Clip. 

S weeh °r„£s r mVO,Ce h,S ‘° ry da ‘ aWe f ° r Sp “‘“»» a " d pa “ 

To copy the Faraday invoices for the week of October 28: 

□ Click on any record number. 

□ Choose Select All from the Edit menu. 


* File Edit Form Organize 



This selects all the records you’ve just found with the Find command. 


Clipboard^ ^ r ° m dit menu to copy these records to the 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 


To paste the Faraday records from the Invoices - October 1986 datafile into 
the Faraday Invoice History datafile: 

□ Choose Open Datafile... from the File menu. 

□ Double-click on Faraday Invoice History. 

□ Select the new record by clicking on the word New. 



□ Choose Paste from the Edit menu. 
You’ll see this dialog box: 


Paste ualues into fields: 

no 

(S) By name O By position 

f Cancel) 


□ Click the OK button. 

containing the'uivoices for thl current week of Faraday invorces are then copred 
into the Faraday Invoice History datafile. 


The Task Report 

Next you’ll create a report using the historical information. You can use 

just the totals you’ll need later for comparing your actual costs to your or g 
bids in your job cost card datafile. 

































Figure 8-4. A sample report by task from the Faraday 
Invoice History datafile 



continued 


Tax 

Total Coot 

$3.51 

$48.51 

$1.57 

$21.67 

$15.21 

$210.21 

$15.13 

$209.13 

$4.74 

$65.30 

$13.65 

$188.65 

$6.73 

$93.27 

$1.91 

$26.41 

$62.47 

$863.35 

$13.60 

$215.60 

$13.60 

$213.60 

$17.73 

$244.98 

$2.34 

$32.34 

$2(6.84 

$2,996.84 

$17.16 

$237.16 

$254.07 

$3,511.32 


$332.13 $4,390.26 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 


To get a report of invoice totals in your invoice history datafile, first sort 
the records so the report window is set up with the proper items already sorted. 

□ Choose Sort... from the Organize menu. 


□ Click first in the Task field, next in the Date field, and then in the 
Supplier field. Click the Sort button. 



Using this criterion, File first sorts the records alphabetically by task then 
sorts invoices within each task by the date of the invoice, and then by supplier. 

□ Now choose Report... from the Organize menu. 



In addition to the sorted fields (Task, Dale, and Supplier), the only other 
field ‘ou rnuo view in your report are Cost, Tax, and Total Cost. So you need 
fo drag t he ^fields ^u donh wan. included in the report into the Not Shown area 

of the report window. 

□ Scroll the report window to the right and click on the Invoice # 
field in the Field row. Hold down the Shift key and click on the 
Qnty, Unit, Description, Unit Price, Discount, Discount Amt, and 
Date Paid fields to select them as well: 
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° Sr d h7 n ^ M° USe u butt0n and dra 8 these fields to the right 
are in^ “ "" “ " >™ “ - «« — fields 


ID 


— Report — 1 — - - 

llPreuiei 

TyJ □ Summary Report 

O 

Sort 

Headinq 

Total Lost 0 

Not Showi 
invoice * 

i 

ant^ 

:°ss: 

Description 

Uni 

Field 

by Suppliei 

Total Costfl 

[1 

iiiiiiiir j j/j 

mm 

m 


m 

rC 

by Date 







by Task 

Grand 














^. . 1 1 T 

ii 

V 7 

a 


Cost roktmns! ^ ^ ^ Grand t0tals “ the Cost ’ Tax ’ and Total 


a Scroll the report window to the left until the Cost field is visible. 

□ Double-click in the intersection of the Cost column and the 
tsy lask row. 

D OK e bu!ton dialOS b ° X 3PPearS ’ dkk in thC T ° tal b ° X and dick the 


Format Summary Field 
Summary of "Cost" bu 
Task" 

-Function- 

El Total 

□ Count 

□ Ruerage 

□ Minimum 

□ Manimum 

□ Std. Deu. 



D !he rf Sa T thlng f u r ‘i 16 CoSt column and the Grand row, then 
the Tax column m the By Task and Grand rows, and then he Total 
Cost column in the By Task and Grand rows. 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


Your report window will look like this: 



File lets vou set up a report with a page header and footer. Headers and 
footers are text printed at the top and bottom of each page of the report, ou 
header to print the report tide on each page and a footer for the 

report pag^ ^ header and footer printed on each page of your report: 


□ Choose Page Setup... from the File menu. 

□ In the Page Header typing field type Faraday Invokes by Task and 
Supplier as the header text. 

□ Click in the Page Footer typing field and type &P. to have File print 
the page number in the footer. 


□ Click the OK button. 



□ Now click the Preview button. 

You can see an invoice report for the Faraday job arranged by task and supplier 
on your screen. 
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* File Edit Form Organize 




Preuieui 

Faraday Invoices by Task 

and Supplier 

Task 

Date 

Supplier 

Job 

Subtotal 


10/24/85 

Dan Braden 

Faraday 

45 


10/28/85 


Faraday 

20.1 


Dan Braden 

Faraday 

195 




Faraday 

194 




Faraday 

60.76 




Faraday 

175 



Top Hat Sand & Gravel 

Faraday 

86.52 



Faraday 

25 




Total for Foundation. 

Grading and Fill 

SET - 1 

10/28/85 

Grader Seattle Bulldozing Faraday 

200 

Records processed: 8 Records to process: 

13 (“Pause 1 fcancel 1 | 


□ Click the Done button to end previewing the report. If this is what 
you want, choose Print Report... from the File menu, and click the 
OK button when the dialog box appears. 

Your Faraday Invoice report will begin printing on your printer. 

wil, uI^in^TZ K2- M “* t0,al - YOU 

□ Click the Summary Report box in the report window. 

o Choose Print Report... from the File menu and click the OK button 
when the dialog box appears. 

Your primer will print a summary report that looks like the report in Figure 8-5. 
Figure 8-5. A sample summary report with task totals 
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SECTION FOUR Bidding and Cost -Tracking: Better Budders 


This report looks small now, with only a few tasks. But as the job progresses it 
S show more and eventually will display all of the tasks the jotYmv«11 
need to run this report for each job every week to get the actual cost tota p 
task to add to the job cost card datafile. 

Making Job Cost Cards 

Now you need to set up the job cost card datafile for each job where you’ll 
add the summary information by task. This is a fairly easy thing to do because 
te job cos, eard'is simply the Faraday Bid datafile with a.new.name and three 
additional fields. Yon use the Faraday Bid datafile until theibidIts acceptedand 
you start construction. At that point, you rename the datafile from Faraday 
to Faraday Job Cost Card. To rename the Faraday Bid datahle. 

□ Choose Quit from the File menu. 

□ On the Macintosh desktop, select the Faraday Bid datafile by 

clicking on its icon and type Faraday Job Cost Card. Then press 

Return. 

□ Double-click on the Faraday Job Cost Card icon to open it. 

□ Choose Show Form from the Form menu. 

To complete the job cost card, you need to add these fields. 

• Actual 

This field will contain the totals from each task, copied in from the job’s invoice 
history datafile summary report. 

• Difference 

This computed number field contains the difference between the actual amount 
lemTS task and the original bid for each task. If you’ve exceeded the bid 
amount. File displays the difference in parentheses to indicate a negative num er. 

. % of Bid 

This computed number field tells you what percentage of your total bid your 

actual cost per task is. 

To add these fields: 

□ If necessary, click in the empty field to the right of the Bid Total 
field to get an insertion point. 

□ Type Actual and press Return. 

□ Press the N key (for Number), then press Return to move to the 
next empty field. 

□ Type Difference and press Return. 

□ Press N and then press Return to move to the next field. 
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n Type % of Bid and press Return, 
a Press N and then press Return. 

To format the Actual field for Dollar display: 

□ Double-click on the Actual field. 

° I |' foK ,al ° S b ° X ’ dkk tHe D ° llar button in the Dis P la y box, then 


To add formulas to the Difference and % of Bid fields: 

□ Double-click on the Difference field. 

□ Click the Dollar button in the Display box, click in the Computed 
box, and click an insertion point in the Formula typing field 

a Type Bid Total - Actual and click OK. 


Format Field 
Name: [Difference 


-Type- 

OTewt 
0 Number 
OOate 
O Picture 


S Computed 


r Display- 

O General 
0 Dollar 
O Percent 
O Decimal 
O Scientific 


- [Cancel 1 


-Align- 


rStyle- 

OLeft 


□ Border 

O Center 


□ Underline 

0 Right 


□ Bold 

□ Italic 

Decimals:[2_| 

S Commas 


Formula:| Bid Total - Actuaj 


□ 

□ 

□ 


Double-click on the % of Bid field. 


Click the Percent 
box, and click an 


button in the Display box, click in the Computed 
insertion point in the Formula typing field. 


Type Actual /Bid Total and click OK. 


Format Field 
Name:[% of Bid 


[-Type- 

O Te»t 


- Display- 

O General 

0 Number 


O Dollar 

O Date 


0 Percent 

O Picture 


O Decimal 

0 Computed 


O Scientific 


Formula:[flctual / Bid Total 


mg 


[ Cancel ] 


-Align- 


[-Style- 

OLeft 


□ Border 

O Center 


□ Underline 

0 Right 


□ Bold 


□ Italic 

0 ecimals :|2 | 

E Commas 


(The slash is the symbol computers use for division.) 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 


To make it easier to copy in the totals from the summary report, let’s make 
another form for this datable that has only these fields: 


Task 
Bid Total 
Actual 
Difference 
% of Bid 


To do this: 


□ Click in the view box in the lower left corner of the form window to 


change from view 1 to view 2. 

6 File Edit Form Organize _ 

Faraday Job Cost Card 


Allowance 


T«Qir H Base Cost 



$3,175.00 


1 Cabinets _ $4,745.20 

~9~ Concrete Finishi ng $2,555.20 

~3~ Doors $1,691.20 


4 Druwall ~ $ 1 ,753.00 

tt- -$1,799.50 


$850.00" 



1 - 




□ Select all fields except Task, Bid Total, Actual, Difference, and % of 
Bid by holding down the Shift key and clicking on each one. 



hide area, near 


mouse button. 



1 - 




□ Scroll the form window all the way to the left. 
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Form 



o JTask 


Ind Totaf 


1- 




□ Drag the Actual field up and to the right until the vertical line that 
appears as you start to drag is to the right of the Bid Total field. 


Release the mouse button. 



Form 



I 


o ^ask 


Bid Totatj ?M«rcjrrf| 



1- 


Hasetostl Hiiouiancel Cntori|/,| Cntm 


View 2100 


Eta 



Your form window should look like this: 



1- 


Basetostl Hiiouiancel Cntou ( %| 'cntm 


View 2lOn 


Eta 


Next, restore the formatting that was lost when you changed to view 2. 

□ Click on the Bid Total field to select it. 

° fidds d ° Wn thC Shift ^ ^ dkk ° n the ActUal and Differ ence 

o Choose Format Number Field... from the Form menu. 

□ Click the Dollar button in the Display box, then click OK. 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


o Double-click on the % of Bid field. When the dialog box appears, 
click the Percent button in the Display box and click UK. 


□ Finally, place the mouse pointer on the right side of t he Task field, 
hold the mouse button down, and drag to the right until the Task 
field is twice its original size. Release the mouse button. 


a 
0 . 

1- 

- j==ii===== Form = — — — T 

bid Total! Hctuail Dlff< 

a 

jlljjj 


1 Base Costl fillotuancel Cntgcy/oj Ln iiL 

....'.,.■ ..TC 

<> 

a 



□ Choose Save Form from the File menu, and File will save this form 
as the view 2 form of your Faraday Job Cost Card datafile. 

In addition to saving the form with the datafile, save this form separately*so 
that when you create the next job cost card datafile, you can just load it in rather 
than add and format these same fields each time. 

□ Choose Save Form As... from the File menu. 

□ Type Job Cost Form as the name of the form and click Save. 

To arrange the records in the same order as the report you will be entering 
information from: 

□ Click anywhere in the datafile window to make it active. 

□ Choose Sort... from the Organize menu. 

□ Click in the Task field, then click the Sort button. 

Your datafile window will now look like this: 


=■—1 — Faraday Job Cost Card — 


1 Task 1 Bid Total 

Actual 

Differ O 

i 1 

$ 7 , 920.20 


$7,9 

2 

Concrete Finishing 

$2,738.66 


$2,7 H 

3 

Doors 

$1,812.63 


$ 1 ,e •; 

4 

Drywall 

$1,878.87 


$1,E 

5 

Electrical 

$2,739.48 


$2,71| 

6 

Exterior Siding 

$2,003.67 


$2,0 i!| 

7 

Finish carpentry 

$1,205.34 


$1,21| 

8 

Floors-carpet 

$1,667.72 


$1,6 II 

9 

Floors-vinyl 

$237.94 


$2 j!j:j; 

10 

Foundation 

$988.99 


$9 iliii: 
- tT. nun 

1 1 

Garage doors 

$302.78 



12 

Grading and Fill 

$93.32 


$ Hi 

13 

Insulation 

$2,464.28 


$ 2 / II 

14 

Overhead - Rentals 

$700.00 


$7 nun 

15 

Overhead - Utilities 

$50.00 


$ 

16 

Plumbing fixtures 

$1,879.13 


$ 1 ^ ^ 

_ 

-LL 

22/ 

Pi.iphinn.TOunh.^ trim.. 8 
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CIick a n insertion point in the Actual field for the first task that you have 
actual information for, and begin typing in totals from the Total Cost field in the 
report pnnred from ,he job’s historical darafile. There is a shortcut ,0 adtmce 
the inseruon point to the same field of the next record (in this case the Actual 
eld). Simply hold down the Command key and press the Enter key 

ference^Srf Bid fi r iH ad °H IT ^ ^ ^ FUe Com P utes the Dif- 

scrofiina H ? m ^ SRlayS th ° Se am °unts, which you can see by 

scrolling the datafile window to the right. 7 ^ 


Edit Form Organize 



10 

' $2^003.67 

$988.99 

$863.35 

X?,003.67 

$125.64 

R7 XriT 


iff 

11 

12 

13 

$91 1.03 

$1,812.63 

$2,739.48 


$91 1.03 

$1,812.63 

$2,739.48 

0.00% 

0.00% 

0.00% 



14 

15 

16 

-17. 

22/i 

$2,738.66 

$1,848.86 

$1,205.34 

arri ■■ 

$2,738.66 

$1,848.86 

$1,205.34 

TTT-... $7..q.?o,?.o. 

0.00% 

0.00% 

0.00% 

..onog 

IK 

O' 

2 


„ , ^. yOU co " tmue entering actual costs next to bid totals, you can see how 
useful File can be as you track costs for each job. Each time ^ou enter invoice 

COSK n T r yOU K-? r OSt Card datafile ’ you can see how ciy ° sel y your actual 
costs parallel your bid. If you enter this information weekly or at regular inter¬ 
vals you 11 have the tools at your disposal to make the necessary changes to ^ U r 
contingency costs and stay within budget. Y § l ° y ° ur 

W ^ en you finish a job, you can look at the information in the invoice 
istory datafile for that job, analyze places where your bidding was good and 

MaT V?m 0t ’ and , make a PP ro P ri ate changes in the master copy of the Bid 
Master datafile to make future bids more accurate. 

Maintaining Your Invoice Datafile 

QuickCT* l ° ° rganiZeyOUr files so y° u c an find specific information 
quickly and so you can avoid running out of disk space. It’s a good idea to have a 
separate disk for each job. For example, the Faraday disk wouki inidafiy conmTn 
the Faraday Bid Master and the Faraday Bid datafiles. Later you’d rename the 
id the Faraday Job Cost Card and add the Faraday Invoice History datafiles 
With only one job per disk, there should be plenty of room. 7 

s you enter more and more invoices on your Outstanding Invoice data- 

SSkST’ y fi !'f UP \ diSk ' 1 have fOUnd ,hal 400 up 

vn h 9 °uk fd J Spa< : e - If y° u have approximately 400 invoices per month 
you should be able to keep four months’ worth of invoices on one disk. 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 


Unless you have an extremely large volume of invoices, you shouldnt need 
to start a new invoice disk each month. But when you do need to start a new disk 
or if you want to limit the information on each disk to one month its a goo 
la to smrt at the beginning of a month rather than somewhere in the middle. 
There are two additional reports that we’ll create and run on the Outstanding 
Invoices datafile at the end of each month, so it’s best to keep data for an enti 

m ° nt Whfn^ou do need to start a new invoice disk, simply stick a 1abel onThe 
old one and write a name on it (something like Invoices: January - April 1985). 

^henTnLrt 7new disk, make a copy of the Outstanding Invoices skeleton file on 
it rename it to reflect the current time period, then double-click on the lcon 
the copy to open the datafile, and you’re ready to start entering information on 

your new disk. 

Two Monthly Reports 

You can generate two more reports from the outstanding invoices data. 

One ila summary of invoice information by supplier. This report is sorted by 
date so that each month you can see how much you’ve paideach su PP 1,er . 
can check the totals by supplier against those in your checkbook and see 

the [l ^ S o “^ onlhly report you ca n generate from outstanding invoicesis 
an individual task summary by job and supplier. With this report, you can check 
Lpplts to see how their prices change over time. If you have several suppliers 

for the same item, you can compare prices. rherkbook 

To produce an invoice report by supplier to compare y 

totals at the end of the month: 

□ Load the Invoices - October 1986 datafile. 

If you want a monthly report and have more than one month’s worth of 
invoices in the Invoices - October 1986 datafile: 

□ Choose the Find... command from the Organize menu. 

□ Click the Clear button to remove any previous Findl crUena and 
click in the Date field. Type in the month number followed by an 
asterisk. Click the Find button. 



























CHAPTER 8 Cost-Tracking 


299 


^ To sit' S 3wildcardsearch character that will locate any October date, 
lo set up the monthly report: 

□ Choose Sort... from the Organize menu. 

□ Click the Clear button in the sort window to clear previous sort 

Cl llCi 13. 

a Click in the Supplier field to make Supplier the primary sort. 

□ Click in the Date field to make Date the secondary sort. 

□ Click the Sort button. 



Next, open the report window. 

o Choose Report... from the Organize menu. 

and U the P ° rt r d ° W Sh ° Uld haVC the SOrted fields on the left in the Sort 
and the ones that arp nnt _• i „ 



If your report window doesn’t look like this and you’ve sorted as described 

fiie ■- sawd a ouj^ 

jus. rep ° r ' Wind<W and SOr ' a re P° rt ™ h criteria you 

□ Choose New Report from the File menu. 

it, ui" 137 dlSplay 3 dial °S box as king if you want to save the current reDort 
with the Invoices - October 1986 datafile. If so, click the No button P 

File will then reset the report window and display a new report in the 
report window with the sort criteria you specified. P 
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SECTION FOUR Bidding and Cost-Tracking: Better Budders 


The fields you need in this monthly report are: 

• Supplier 

• Date 

• Description 

• Discount Amt 

• Cost 

• Tax 

• Total Cost 

So you need to drag the remaining fields into the Not Shown area of the 
report window. 

□ Click the Job field in the Field row to select it. 

□ Select the Invoice #, Task, Qnty, Unit, Unit Price Subtotal, 

Discount, and Date Paid fields as well by holding down the Shift key 
and clicking on each one, then release the Shift key and drag them 
to the right until the vertical line that appears as you start to drag 
them is in the Not Shown area. Release the mouse button. 

You can see that these fields are in the Not Sorted area by scrolling the report 

window to the left. 



Next, you need to add totals to the Discount Amt, Cost, Tax, and Total 
Cost fields in the report window. 

□ Scroll the report window to the left until the Discount Amt field is 
visible. 

□ Double-click in the intersection of the Discount Amt coJumninthe 
By Date row. When the dialog box appears, click in the Total box 
and click OK. 

□ Double-click in the intersection of the Discount Amt co, “ m " “M he 
By Supplier row. When the dialog box appears, click in the Total 

box and click OK. 
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□ Double-click in the intersection of the Discount Amt column and 
and dkk OK W ' WhCn thC dial ° g b ° X appCarS ’ Clkk in the Total box 

□ Follow these steps for the Cost, Tax, and Total Cost columns so that 

your report window looks like this: 50 ttlat 



a Choose Page Setup... from the File menu. 

D T XP e Invo Kes by Supplier in the Page Header box. 

D S C -P^ S S i0n P ° int in the Page Footer box and type 

SSda a r1nd1he'^ M " "h P u V h ? currem daK ( '™> the Macintosh system 
calendar and the page number on the bottom of each page in the page footer. 

□ Click the Wide button in the Orientation row. 

This tells File to print the report sideways on the page. 

D Marg,n b0 * and we 0 to change the left- 

° S™“„:,lt St MarSi " bOX and fpe 0 “ change the 

primmg' W '" ft °" ° n ' Pag ' ° nly by 
a Click the OK button. 
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SECTION FOUR Bidding and Cost -Tracking: Better Builders 



□ start neu> page when first column changes 


Page Header: 
Page Footer: 


Inuoices by Supplier 


&D - Page &P 


Left Margin: [0_ 
Top Margin: U 


Right Margin: 
Bottom Margin: 


To print the monthly report: 


□ Choose Print Report... from the File menu and click the OK button 
when the dialog box appears. 

checkbook for checks written to suppliers to make sure the figures ma c 
both places and you haven’t made any typing errors^ 

To save this report form so you can run it each month. 

□ Choose Save Report As... from the File menu. 

□ Type Invokes by Supplier Report as the name of the report, then press 
Return. 

The second report you can create is a task summary byJob ^PP]^' 

difter F» J ,to report you need to sort your datafile by task, job, and supplier. 

SrX~suppbers and jobs for each task. 

□ Click anywhere in the datafile window to make it active, 
o Choose Show All Records from the Organize menu. 

□ Choose the Sort... command from the Organize menu. 

up the order of the sort criteria. 
























Figure 8-6. A sample monthly invoice summary report 
by supplier 



Invoices by Supplier 


Supplier 

Date Description 

Discount Amt 

Cost 

Tax 



10/13/65 Dump truck rentel 

Total for 10/13/85: 

$0.00 

$531.63 

$25.87 

Total Cost 

$357.50 


$0.00 

$531.63 

$25.87 

$357.50 

DenBreden 

Total for Big D Trucking: 

10/24/65 motor bolts 

°°rr»rs in foundation 

Forming letor 

Total for 10/24/B5: 

10/2e/65 concrete stop down 

dirt stops 
ropid ties 

2x4 oodor sills 
rotor plooomont 

Tfit n| #nr 1 A i aa # 

$0.00 

$0.00 

$0.00 

$0.00 

$531.63 

$20.10 
$45.00 
$1,597.50 

$25.87 

$1.57 

$3.51 

$124.61 

$357.50 

$21.67 
$48.51 

$1,722.11 


$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$1,662.60 

$195.00 

$175.00 

$60.76 

$66.52 

$194.00 

$129.68 

$15.21 

$13.65 

$4.74 

$6.75 

$15.13 

$1,792.28 

$210.21 

$188.65 

$65.50 

$93.27 

$209.13 


■°c«iior 10/28/85: 

$0.00 

$711.26 

$55.48 

$766.76 

Total for Den Braden: 

Q-ederSeettleBulttwing 10/14/65 (frede inside Foundetion 

Tfttel « a ^ ^ 

$0.00 

$0.00 

$2,373.88 

$125.00 

$185.16 

$9.75 

$2,559.04 

$134.75 


. iui ivf I4FD5; 

10/2e/es Beokffll 

TP At 111 # Am f A i AO iAP 

$0.00 

$0.00 

$125.00 

$200.00 

$9.75 

$15.60 

$134.75 

$215.60 


• oiai ior 10/28/85: 

$0.00 

$200.00 

$15.60 

$215.60 

,wun ior brader Seattle Bulldozing: 

$0.00 

$325.00 

$25.35 

$350 35 


continued 


Invoices by Supplier 


Supplier pete Description 

Discount Amt 

Cost 

Tax 

nrnt ai a _ _ a 


Total for 10/28/85: 

Total for Top Hat Sand & Gravel. 

10/2/85 Fuel for Boom truck, b*imi 

Boom truck for plecement of b. 

Total for 10/2/85: 

$0.50 

$24.50 

$1.91 

• otai Cost 

$26.41 

Vestern Crene 

$21.73 

$0 00 
$0.00 

$1,064.74 

$5.75 

$135.00 

$83.05 

$0.45 

$10.53 

$1,147.79 

$6.20 

$145.53 


$0.00 

$140.75 

$10.98 

$151.73 

Vinter Sun 

Total for Western Crane: 

10/23/85 Sotting end Delivery 

By p*ss Vilve 

Tex 7.5* (Teoome) 

Enteoh SunFleme voter hooter: 

nr a t a i f a m t a y a * 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$140.75 

$220.00 

$30.00 

$227.25 

$2,780.00 

$10.98 

$17.16 

$2.34 

$17.73 

$216.84 

$151.73 

$237.16 

$32.34 

$244.98 

$2,996.84 


lomi ior 10/23/85: 

$0.00 

$3,257.25 

$254.07 

$3,511.32 


Total for Winter Sun. 

$0.00 

$3,257.25 

$254.07 

$3,511.32 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


□ Click the Sort button. 



□ Choose Report.. 
window appears 


. from the Organize menu and after the report 
choose New Report from the File menu. 


□ Drag all the fields except Task, Job, Supplier, and Total Cost to the 
right into the Not Shown area. 

Scrolled all the way to the left, your report window should look like this: 


fir -T 

0 

Sort 

Heading 

Field 

A->Z 

— — THE 

Task 

A->Z 

JOD 

Job 

A->Z 

Supplier 1 

Supplier 

Not boriei 
Total Los 

Total Cos 

bu Suppliei 

bu Job 

bi| Task 

Grand 

znnzj 




....TS 



□ Double-click in the intersection of the Total Cost column and the By 
Supplier row. 

□ When the dialog box appears, click the Total box and click OK. 

Now all you need to do to this report is add a header and footer. To add 

a header and footer: 

□ Choose Page Setup... from the File menu. 

□ In the Page Header box type Task Summary by Job and Supplier. 

This header will be printed at the top of each page. 

□ Click an insertion point in the Page Footer box and type Page &P. 

As mentioned earlier in this chapter, the ^ F ° OMr b ° X “ US 

File to print a page number at the bottom of each page. 

□ Click the OK button. 

Now the report is ready to print. 

□ Choose Print Report... from the File menu. When the dialog box 
appears, click the OK button to begin printing. 

Your printed report should look something like the report in Figure 8-7. 


















































Figure 8-7. A sample monthly invoice report by task 



Task Summary by Job and Supplier 


Task 


Grading and Fill 


OvirhMd - Rentals 


Rough Carpentry 


Job 


Miller 


- SuPPHer Total Cost 

Top Hat Sand & Gravel $157 94 * 

$157.94 

$620 


Total for Top Hat Sand & Gravel 

Faraday VesternCrane 

Total for Western Crane: 

M,,Wr Vestem Crane 

Total for Western Crane: $14553 

Firid ^ Ron s lumber 

Total for Ron s Lumber: 

Miller 


$ 6.20 

$145.53 

$145.53 

$876.42 
$876 42 


Ron’s Lumber 


Total for Ron s Lumber: 


$116.42 

$3.70 


$120.12 
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SECTION FOUR Bidding and Cost-Tracking: Better Builders 


□ Choose Save Report As... from the File menu. When the dialog 
box appears, type Task Summary Report as the name of the rep . 

Click the Save button. 

Whenever you want to run this report for your outstandingI invoices,datafile 
tg*' = ffi—y Report in the 

^rr^w'^rsephese reports, you car, foUow the.ame 

procedures and make reports with any mformatton 11 fi^useM. E*p 
ment with reports using different categories and different totals unti y g 

"ttSSCKSt. -I~~ “ “SIS, 

how your actual “““°3l'be areal aid to monitoring costs and slaying within 
" UmatS « of work. And. if you're like Ralph Biltwell. you'll have more 

time for fishing. keeping a list of names and addresses 

of cu^omers^ In Chapter 10, jmujlUearn how mmerge^tlns list witti a^Micro^ft 

Si“K 

names and phone numbers. 














In this section, we take File one step further and use it with other computers 

Cmd ^Chapter 9 shows how to use File with information from a mainframe computer 
Many companies (perhaps your own) use large mainframe computers to produce> monMy 
and weekly reports. If instead of getting these reports on paper, you c ™ U r ™f'' hem 
directly into File, you could more easily compare the information they contain with 

information you already have in File. 

Chapter 9 shows how the sales-support division of Chips, Inc., a company that 
manufactures electronic components, uses File and information from the company 
mainframe to track the sales of its high-tech products. Because the empires in the sales- 
sufifiort division help prospective customers decide which of Chips, Inc. s components to us 
newproducts but do not actually sell directly to the customers they need to be able 
to keep track of a number of customers over a long period of time They store sales-suppor 
^information about customers and products in File, and they need to compare this informa¬ 
tion to actual sales infoimationfrom company headquarters t0 ^ZZZeTZd 
Chapter 9 shows how the sales-support division tracks information about cusUmers and 
then gets the company sales information from the mainframe and transfers it to File 

^ Ca ch: P TlO '^“^companion products-Microsoft Word (a 
word-processing program), Microsoft Chart (a business-graphics program), and Microsoft 
Multiplan (a spreadsheet program), all of which have similar file frmatsand are 
designed to work together. Information from File alone is useful. But Multiplan can do 
cdcZils that FUe cannot do, and you can set u P a Multiplan worksheet to do calcula¬ 
tions and use the results of these calculations in a File datafile. You can also use infor¬ 
mation from a Multiplan worksheet to make a chart using Microsoft Chart cmd then 
copy this chart into File. And you can copy charts from Chart and wor ^ eetS ^ 
Multiplan into Microsoft Word to make letters and memos more eye-catching and in¬ 
formative. Then you can merge these letters or memos with names and addresses f 
amdatafile to produce “personalized” form letters. All of these are tasks you could 

not do with File alone. . . 

In Chapter 10, you’ll see how a book-publishing company called Fictitious 

Publishing uses information from a Multiplan forecast in Chart to make graphs that 
plot a comparison of actual and forecast sales. The graphs from Chart are copied into 
a quarterly sales datafile and are also used in a Word memo that is sent to e ^ ees 
in another department whose names are in another of Files datafiles. Wor 
merges information from the File datafile to make personalized memos. 
















Sharing 
Data from a 
Mainframe 
Computer 



s? r& 

S^=SE£^S™ 

Siig'S”SS-S;B: 

S“=iSSpSSI 

kn„„tS^rl“ rr^ Chips ^““"V «oes„-, 
marketplace * p,aUre ° f how Us com P°"™ts are doing i„ ,he 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 


The manager of the field-service department is Diana Folger, whose job it 

is track component-line activity and nornsteach 

identified by the FSE, in her group Duma keeps an ,n ^ ^ ^ ^ ^ 

of these projects for her group. She t J ch J ones they lost, and which 

components were -corp^ated m the design), which y ^ ^ ^ ^ 

ones were d ‘ S "^ luf for every project so 

Sette howtn^of Chips’ products are used. Then, when appropriate, she 
notifies her ^ t pHntout < aomt' l po r ^e head^tartenf detaihng 

actuaPsales oTChips! ^‘^^^^tp^itiomtactu^sates^Sie^tlmjl^ for* 
this printout to compare her F P addition, the printout 

aware oFai, the 

these separate pieces of information into one database To help 

=r 

to create a datafile and a se . ' ,, , . ,eu s to complete the paper 

a regular basis. Charlie currently requires all his FSEs to complete me p P 

Fde and the .^ formation . sharing system they worked out, Diana and Charlie 

decided they want the following reports: 

. New-product development projects grouped by Chips component 

• Field service engineer activity 

• FSE notes and remarks 

• Monthly win/lose/gone status 

TWve aereed to swap FSE “notes and remarks” about how customers are 

sjsrrsi. 

company’s products. 
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Figure 9-1. A paper farm used by Chips, Inc. field 
service engineers 


DESIGN-IN INFORMATION 


Date_ 


Office 

Territory 


Field Service 

Engineer 

--City 


Customer 

Name 

---- Code 


Distributor 

Name 

Referral 

----- Mi imhar 


Design Number 

---— iNumuer 

—-Probability 


Possible Volume 

--Decision By 


CPU 

-_Application 


Systems 

-- Hiah Tprh 


Support Products 

Outcome (enter date): Won 

*- ost --- Gone 



REMARKS - 


Sysusm T(M1S) ^InLgeMfeper^£^" P ™ Management Information 
mation) about generating a sneciallv f r ^ e of th e company’s mainframe infor- 
sales report anf^il ftinTan^r c elec,ro " k Version of the ™nthly 
then dial up CompnSefve eWuoni^l 'T T r' box ' She and Chari* 

Fi| e and the Mac to sort through the taSZtton taAe^oT a " d ‘ hen ““ 

(Design.,„, S mKtir„ dS^nZZoofafh “ST *“ “£ ^ 

generate the four reports they agreed on Nevr .. USe this datafi,e to 

connect to the information service and “ 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 


bofenTcIsTta co‘Sns changed after they Maned their 

project. Chips' makmgdieir first 

working with. Then later, when t ey w accented by the other employees, 

mainframe into File and computers use the" 

“meSimtSVha: 3id was ntanage the change so there was not 

resistance to too much change at once. 


Making the Sales Support Datafile 


lUJi UIV -1-I 

final product looks like the sample in Figure 9-2. 


Creating the Design-ln Form 


ting me uesign-iu 


Figure 9-2. A sample record from the Saks Support datafile 


1 

Desiqn-ln Information 

Office ■ RfllleVlie WA 

Maq 25. iyot> 

Terr item : W8St8m 


«r. RnlDh Hodqekiss 

easterner AlDh8T6l 

city . Frimonds 
cue: WBL-ATL-01 


Wnnflfir SlIDDlU 

Pesrpn Member: 85-ATL-Q 1 ~ \ - 

e* Arret Member: R85-0 19 

Probability: 5031 _ 

fkmrisme Be: tifil] 25. 1985 


Passible Veheee: 125.000_ 

CPU: Cl89068____— 

^Kcetem Sees SL1C/SAM/FIBE 
" 1 * reeb r Idfi23,c 14624 


Sapport emmets: Hus, and Com Drivers.---- 

JMM.-Win (wifi, los*, 9 on*l __ 


footuros wo oiler is onticing to thorn 


«'-=•*“ ;rr rT,;^'".^r-rtr* 

our sot of foaturos rr.oshos with thoirs. rocKogmg 
hardvoro is a definite plus 
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Bgare 9-3. The finished Design-In fc 


arm 



D » o^'„ rae in ' OSh deSk “ P ' dOUb,e ' dick ” ^ “corf, icon 
° aPP “"' ,yPe “«*»*<“ •ho name of 

□ Insert a blank disk in your external drive, initialize it if necessary 
d give it a descriptive name such as Sales Data. y ’ 

D Click the New button. 



When the form window opens, a List Helper form is displayed. 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 


Adding a heading 

First we’ll add a heading to our form that clearly identifies the form, 

^ w^oulmtSadrg in one of your forms, ift a good idea Co c«a,e 
the heading before you enter field ?S Kmatton 

area at the bottom of the form window before you can create the hea g. 

□ Move the mouse pointer to the line along the top of the form, 
n when the mouse pointer looks like this: 



drag the line down to the Ft inch mark on the,ruler and release the 
mouse button to make room for a heading. 



D Pull down the Form menu and choose List Helper to remove the 
check mark and choose a non-List Helper lorm. 

o fruition the pointer abo« the first field and dick the moose button 
to get an insertion point. 
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Pointer 


a T yP e Design-In Information as the heading. 




Since the heading label is 
the form is darkened), you can 

D Choose Format Text... 
appears, click the Bold 


already selected (the small bar along the top of 
make the heading text bold so it stands out. 


from the Form menu. When the dialog 
box m the Style list box 


D Click the OK button. 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 



o To add a line of periods after the heading as a cosmetic touch, 
dick to get an insertion point immediately alter the word 
Information and type periods until you reach the right edge 
of the screen. 


Your heading will look like this. 



1 iDesiqn-1 n 1 nt 




View UQL 




il 


Your heading is now complete. 

Entering field names and information types 

Now you’re ready to create the fields you’ll use in the Sales Support form. 

□ Click to put an insertion point in the first held. 



once again. 


m 
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° to£L*Z”P ur ,he followi " 8 


Field Name 

Office 

Territory 

FSE 

City 

Customer Name 
Customer Code 
Distributor 

Distributor Referral Number 


Information Type 

Text 

Text 

Text 

Text 

Text 

Text 

Text 

Text 


This is a shortcut 

en r ;^ 

lhe division “^customer's compare Szl^ork 

u!Jlr ,? S n rt fieldc ° mains •!" name of the distributor sefvLThe 
customer and he Distributor Referral Number field contains a code that tries 

for m2tg r Tsale r0 “ P ^ y °" COMains ‘"Nation about the potential 

□ Enter the following fields and their information types: 


Field Name 
Design Number 
Probability 
Possible Volume 
Decision By 


Information Type 

Text 

Number 

Text 

Date 


is ?™S b h r '* ,he number Chips uses i "- house “ 'he project I, 

volume number will be followed by characters: either /yr (for “per ^ear’" or 
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total. Decision By is the date by which the customer has told the FSE a decision 

will be made about using Chips, Inc.’s products. rhins the 

The next group of fields contains information about the Chips parts the 
custome^product will use. All of Chips. Inc.’s products are dmded mto five 
broad categories. 

□ Enter the following five fields: 


Field Name 
CPU/Memory 
Application Specific 
Systems 
High Tech 
Support Products 


Information Type 

Text 

Text 

Text 

Text 

Text 


These fields are all formatted as text fields because they may contain any 
SSnSm ^characters and numbers. The field CPU/Memory is for the type 
of CPU (Central Processing Unit) and memory chips the customer uses th 

ironies company. However, the same principles for tracking customers nee 
appl'y regardless of whether the product ,s dog food, baby shoes, breakfast 

“ rea TSte toe fields will contain notes and remarks about the process and 
discontinued). 

□ Enter this information for the last three fields: 


Field Name 
Outcome 
Notes 
Remarks 


Information Type 

Text 

Text 

Text 


The Notes field will contain a detailed description of the^customerk 
product and the Remarks field is for comments that could help other FS 
in providing sales support on other projects. 
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Designing the non-List Helper form 


paper rorm tne rbhs are used to working with Non T i«t e i 

SlZe %" d "T » ™ re freely chan ll t H^o™ do P **” y °“ 

need the default Ien S th of the form window is only about 2 inches you 

expand its stze so you can view a larger portion of the form. To’do this: 

□ Position the mouse pointer anywhere in the form window title bar. 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 


□ Position the mouse pointer anywhere along the top of the hide area, 
so that the mouse pointer takes on this shape. 



Pointer 


□ Drag the hide area down to approximately the 3" mark on the ruler 
and release the mouse button. 



Notice that File has expanded the length of the^fottn w nao »’W »»» 

If you want longer forms, it is necessary to go through this P roce “°* “ 8 

,L V form window down, then dragging the hide area down more than once. 
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□ Portion the mouse pointer on the top of the hide area again and 
drag it down to the 5" mark and release the mouse button 



• SeleCt a11 . the fields and dra 8 them down to just above the hide area clear 
d ? sn ? e form ' That way y ° u won '‘ ■*»* ■» »o,iy about 
buried fidds P “ having ‘° do mlllli P le moves <° uncover 


□ Choose Select All from the Edit menu. 


* File Edit Form nrnani 7 o 
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You don’t want to move the heading with the rest of the fields, so you have 
to deselect it first. 

□ Hold down the Shift key and dick on the narrow bar at the top of 
the heading field to “deselect” the heading. 



Pointer 


Notice that the bar at the top is no longer dark. 


□ Position the mouse pointer on any one of the selected fields, hold 
down the mouse button, and drag the fields down to just above the 

hide area. 

n KfArmr the mouse button. 



of fields you created (the FSE and customer 


Now position the first group 
information fields) and add labels. 
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° fields 3nywhere in the blank area of the for m to “deselect” all the 


D Position the pointer on the Date field. 


□ Hold down the mouse button and drag the Date field 
upper right corner of the form window. 

D Release the mouse button. 


up to the 



Next, select the Office and 
form window. 


Territory fields and drag them 


to the top of the 


□ Scroll the form window down, then click on the Office field to select 
it. Hold down the Shift key and click on the Territory field. 

□ Hold down the mouse button and drag the Office and Territory 
fields to the top of the form window, then release the mouse button. 
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□ Click anywhere in the form window outside of the selected fields to 
“deselect” these fields. 

□ Drag the Territory field to the right until its left edge is aligned 
with the left edge of the Date held. 



□ Follow these steps to position the rest of the fields in this group 
(FSE, City, Customer Name, Customer Code, Distributor, an 
Distributor Referral Number). 


At this point your form should look like this: 





2 - 


3 - 




Office 



FSE 



Customer Nam 



Distributor 



Date 


Territory 

City 

Customer coat 

iunm.nu!ii35l 


|View lkM~ 




Now you need to add labels. In a non-List Helper form, there is no way to 
identify the kind of information that appears in each field in the datafi e wm ow. 
So File allows you to create labels that you can position near your fields to 
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identify them. You can use a label to identify each held in the Design-In form so 

th PU ? nC SC t0 CaCh field - That wa y when y°u enter information ’in 

the ^ndow you, know exactly what information belongs in each held. 

Io add labels for this group of fields: 

° Click an insertion point about one inch to the left of the Date field. 



a Type Date: for the label text. 

As soon as you begin to type, File displays a label box. 



1 - 


3 - 


■ Lustomer Nam 

Distributor 


City 

customer'Codi 


uistributor Bel 


View 1)Q[~ 





I 
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□ If your label box overlaps into the Date field, shortenit y 
positioning the mouse pointer on the right edge of the box 
and dragging its right edge to the left until it looks like this. 



1 - 


3 - 


Office 


FSE 


Customer Nam 


Distributor 


Date 

= 

Jarritorq 


Citq 


Customer loot 


Distributor Rel 



Pointer 


You can move a label box much the same as you move a field. The defer¬ 
ence between a label box and a field is that when a label box is selected, only 
bar at the top darkens. 

□ Move the Date label up next to the Date field. 



Pointer 
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POSid ° nin8 labdS f ° r ' h£ 

Edit Form Organize 


1- 


3 - 


iH®®.19n.7.!*?. information... 


Form 


: UT Tice: 

Uffice 

:I-St: 

FSt 

•Customer: 

customer Nam 

Tuistributor: 

uistributor 


am. 


[Territory: 


[City 

:L'ode 


[^eierral Number: 


Pil e 

lerritoru" 


City 

Customer Cod* 


Distributor Rei 


View ifOf 


created°LlaXr| k hT m V° rma u in ? ChangeS l ° the labds y° u ’ v e just 
text .?beS^etd b S; Cha, ‘ g ' th ' ^ ” ° f ^ K,a - th ' 

° 22 7 the f K m cl! r a , r 3t the t0p ° f the ° ffice label box to select it. 

Hold down the Shift key and click on the rest of the label boxes. 

° When ali , tbe label box es are selected, choose the Set Font 
command from the Form menu. 

□ When the dialog box appears, click on the 9 to change the font size 
from the default (12-point) to 9-point. 8 Ze 


Set Font 
Font Name: 


Chicago k>] 

nr 

s 

Nem Vork |"| 

1 2” 

r 

Geneua Si 


1 

| Monaco foj 


s 




OK 

^Cancel] 

Font 

Size: 


You can keep the Geneva font. 

a Click the OK button to carry out the font change. 

□ Choose Format Text... from the Form menu. 

□ When the dialog box appears, click the Bold and Italic boxes in the 
Style list box. In the Align list box, click the Right button s change 

al *”> » right alignment 8 

Changing the format of the labels like this gives them a bit more distinction. 
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Next, lengthen the fields (not the labels) in the left column, remove the 
borders (the default display option), and underline them. 

□ Select the Office field by clicking on it. Then hold down the Shift 
key and click on the FSE and Customer Name fields to select them. 

o Position the mouse pointer on the right edge of the selected fields. 

□ When the pointer looks like this: 



Pointer 


drag the fields to the right until the right edge of the Office field 
touches the left edge of the Territory label. 

□ Release the mouse button. 



3 - 





































































CHAPTER 9 Sharing Data from a Mainframe Computer 


331 


° TZT ?°/ nte r t0 the L right edge of the Distributor field and 

>ht lifemKKt e i r ' sh ‘ umil “ “' ch “ ,he “ 

Your form should look like this: 

* File Edit Form Qrnan^o 



2 - 


3 - 


View ]pf 


O 


□ Next, select all the fields (not the labels) by holding down the Shift 

key and clicking on each one. 8 “ 

□ Choose the Format Field... command from the Form menu. 

□ When the dialog box appears, click the Border box in the Style list 

th^i i° ^ eniove the x > which tells File to remove the borders. Click 
the Underline box to have the fields underlined rather than sur¬ 
rounded with a border. Click the OK button. 


Format Field 


-Type- 

OTe»t 
O Number 
O Date 
O Picture 


□ i: omputed 
Formula; 


□ Indeu 


Display- 

O Deneral 
O Dollar 
O Percent 
O Decimal 
O Scientific 


Align- 

<•) Left 
O Center 
O Right 



Decimals: 1 2 I 


■Style-- 

□ Border 
S Underline 

□ Bold 

□ Italic 

□ Commas. 
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Next, follow these same steps to position and size the next group of fields 
in your form just as you did the first group of fields. The following fields are 


next group: 

Design Number 
Possible Volume 
CPU/Memory 
Systems 

Support Products 
Probability 
Decision By 
Application Specific 
High Tech 
Outcome 


To help you remember the procedure to follow, the following is a summary 
of the steps: 

. First, move the fields to their proper positions. 

. Then add the labels. You won’t need to change the font size for the 
new labels. File keeps the previous label font until you instruct it 
differently. But you will need to select the labels and format them 
for boldface and italic. 

• Next, size the fields so they look like this: 



ntPIi a 


. Select all your new fields, choose the Format Field... command, 
delete the borders, and add underlining. 


One field (Probability) needs to be formatted for Percent display. 

□ Click anywhere in the form window to deselect the selected fields. 

□ Double-click on the Percent field, click the Percent button in the 
Display list box, double-click in the Decimals typing field and type 
0, click the left button in the Align box, then click OK. 
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N «« Md to 

type by dragging its right edge until it’s as wide as the screen Click 
an insertion point in the box and add more dashes to fiS e box 
Position this label just below the Outcome field. 

Your form will look like this: 

* File Edit Form nrnam 7 o 



Now add the last two fields. 


□ Drag the Notes field up from the hide area and position it iust 

Outcome" Sd C ° nta,ning thC daShCS S ° k UneS U P with the 
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□ Drag the lower right corner of the Notes field down and over 
to the right. 


£ File Edit Form Organize 



□ Click an insertion 


point for a label to the left of the Notes field. 


Pointer 


□ Type Notes: as the label text. 

□ Drag the label box until it’s positioned like this. 



□ Drag the Remarks field up from the hide area. Position it just below 
Notes field and expand it the same way you expanded the N 


field earlier. 

□ Click an insertion point to 
Remarks: as the label text. 


the left of the Remarks field and type 
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a Size and position the label box so it looks like this: 
* File Edit Form Ornani 7 o 



EffEMH 


D W t r Se i F °k mat TeX u'' • from the Form men u and click the Bold 

Aiigi rEdtt ot box ’ lhe Ri8ht bl "'» “ K 

D “■ “ »» ■«* and click in the 

□ Choose Format Field... from the Form menu 

D ss “l Remarl! fields s,iN •*“* r™. ,. 

“ d,ckOK 9 “ Change "" fo "‘ si “ of ,he » »to 9-point, ton 

Your completed form will look like the form already shown in Figure 9-3. 
□ While the form window is still open, choose the Save Form a 
th™res d s Return!" ** ^ y ° Ur f ° rm Desi g n " In F °™, 


Adding Sales Support Information 


formation rSCST ' 1 ' ““ add <- 

Chips, Inc. use this datahfe Fitm^lt a I 8 y ° U a " ldea of how the at 
the FSEs in Diana's group for ,1 week ^ f 

average between 5 and 20 customers a mouth, so these mconi, L foirl^pfoal 

















































Figure 9-4. A printout of four records from a sample 
Sales Support datafile 





DistrMotor . Wonder Supply 


R5-ATL-0M 
Pits** Votemo: 125.000 _ 


g/w. Cl 89066 

Systems 


Probob ility: 50% 


Dooisioo flr- Mai| 25. 1985 _ 


App/wotiee Sees: 5l IC/SAM/F IBE 


_ ___ __ 

smpport Pratts : riis and Com Drivers^ 


__ Miy* r*** f:14623.Cl4624 


[win, lost, gone] 


. 1 ovr-hanop The single-chip solutions we offer look good The 

Z^TfZl^ZZ, %*><». - «. «**•*•» 

features we offer is enticing to them. 

hardware is a definite plus. 


continued 


Design-In Information . 

office Bellevue WA 

—-- tote: Mau 22. 1985 

Territory: Western 

fse: ppiR Tandamere 

City .Tulalip_ 

customer Medical Scan Imaaes 

Code: WBL-MSI-04 

Distributer NetfOniCS 

Pmterro! Member: B85~006 

/v rtmtt Mumfirr 85-liSI - 04~ 1 

Probability 90* 

Possible 1'jJiMlf ; 500 

Desist** By: Jun 19. 1985 

CPU: n8965 Cl65020 

-_ ^ rre-r i rhorcic «r.rl Hi<lk 

Opplicotree Sees: 

Hryb Toob: __ 

systems. n-jpj i ungooi^ - 

Support Prodoots: ---"—" 

Outcome win [win, lose, gone) _ 

Motes: CPU to control their new scanner and to post process-image data. 

fwwr**. Good fit; currentlg using 65010 in existing system; want to try offloading other 

processor in system. 




continued 






















































































'- Bellevue, wa 


Ralph Hodqekigg 

n. -_- 


Ho.U26. 1985 


f^/w. Red wino Produce 
t>rstr*mtmr Wonder Supplu 


- Ttrrttorg: Western 

-. Edmonds 

_ Cmte. 

Rtfrmli 


WBL-RWP-07 

384-012 


85-RWP-07- 6 
***■■'•5000 


Ci65008.CI65O7n 


Pr **'»*9:10% _ 

Am£t«m ^r- Jun 27. 1986 


^'»JWU ,UDJU/'U 

^*” i 1 -i>bj l Chassis .nrtni^r 

S +P* rf f+***ts: 69501 


At*nc4ti— -gw. Fiber pptir 
■ *** r *** : Power Diotipg 


_ Iwin, lo*#, 900*1 


*’ RrnTfaiS' T”^i“”“ n ** *• 65020 

•* tJSJEHS." v “” *“**«** »“** 




g/Ww. Bellevue, wa 
/S f - Ralph Hodqekiss 


~W- flau 25.7985 


PowerQuick 


1 vttui uu 11 

*>irtr*i,ur. Netronics 


r«fr/iwy. Western 
^■ Edmonds 




WBL-PQK-20 


- A85-009 


Awjjv 


- rw 

^ **— 20,000 


85-PQK-20-9 


20 % 


cn/. 

Systems. 


*“**»*»• Jul 15. 1985 


- --- "** f 

■P-25 series p ower regulators 

ot iose m,, **., 


S*. p. 25 MWBr 

*** rest. - 


Mefms 




problems *> "boverfo, 

must t* *tt«xW to with this^J Most iZfc atwr rws ^ Cip4Crt4nc *- te ^ 
hov# similar concerns. a«*mptmg * dosign with this psrt will 
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□ Type in the records in the sample datafile as shown in Figure 9-5 or 
type in records for your own business. 

the needs of your department and your company. 

Creating Useful Reports with the Sales Support Datafile 

learn as much as possible from it. 

The product line Design-ln report 

The Product Line Design-In report, shown in Figure 9-5, displays the 
four product categories: CPU, Application Specific, Systems, an ig 
and shows which customers are using which products. 



CPU/nemora 

CI65008,CI65020 
CI65010,CI65020 
CI65020 
CI89068 
CI8965,CI65020 
CI89HC05 
CI89HC65 
C189HC705 


Product Line Design _ lns 

Application Specific _ System s- 

MWk n-5631 Chassis andDlsk 


SLIC/SAM/FIBER 


n i - 

11-5690 Chassis & 120Meg Disk 
M-5690 

M-5631 Chassis and Disk 
M-5631 Chassis and Disk 



High Tech 


Power Diodes 

Mil Spec Bus 
CI4623,CI4624 


CI65HC64L20 


Customer Name 

PowerQuick 

Red Wing Products 

Navigation Industries 

Logiference 

AlphaTel 

Medical Scan images 
Fun Time Enterprises 
Medical Scan images 
Medgardian 



Diana and Charlie find this report 

d „S r r^‘» g IS SS^Tll* eonrparison tefis Diana and 
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patedThey wouid^be*used r0 whethert!^ii Ua *^|! )e ' n ^ the Way the >’ ail,lr1 ' 

in the marketplace because th^ ^ tec ^ P r °ducts are received 

use the product-line report to see^'U* h £°™P an y s P rest ige products. She can 
Which aren’t meeting the neSs ofTh P roducts are filing well and 

ers make can -e which custom- 

customers who should get Thins I ’ « P rotot yP e > which tells her those 

srjsdS: 

mine if,he problem was ,he product hsdfi 

so the recoXrei a „ r 'h?ord“ C vo a “ ^ V ° U S ' ar ' by SOrti "* the 

Support datafile are loaded and'rmnfngi 1 " reP ° r '' ^ F ' le a " d y ° ur Sales 
□ Choose the Sort... command from the Organize menu. 



will be the first (or primary) sort AddI° T ^ T”’ ^ CPU/Mem ory field 
Systems the third son and^Hmh ’r P ? In S P ec,fic wlU be the second sort, 
will first organize S record^bv th! f ° Urth . SOrt - Sort order means File 
any recorehfthat contain ^ CPU/Mem ° ry field ' Tb e" 

the information in Application Specific If there are^nvrec" Tl" be ,° r f nized by 
CPU/Memory and AoDlication wm • l any record s with the same 

Systems. Then“ there aS Zr^ d "^T" 1 Fi ' e wiU ,he " ““ "hem by 

Spectfie, and SystemslnformaS wTT" 7 ’ 

High Tech field In a renm-t m , ese by the ‘"formation in the 

fourth sorts dmi’t mlkeZ* **?*’ ^ SCCOnd ’ third ’ and 
do ensure that when we open un the ' eren ^ e ‘ ut ( bese additional sort orders 
order we want CPI I fi, , i P ' I *P orI w 'ndow, those fields will be in the 
■hen HTghXh"L Vcific, -hen Systems, and 

the report window ° e " mina,e dra ** m 8 a >« ° y «elds around in 
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□ Use the vertical scroll bar in the sort window to scroll through the 
form until you see the CPU label, and click anywhere in the field to 

the right of it. 



You’ll see a 1 appear in the small box on the left side of the fie1 ^ "gating 

from A to Z. . 

□ Scroll the sort window to the right until the Application Specific 
field is visible. 


□ Click in the Application Specific field. 



You’ll see a 2 appear in the small boa on the left side of the held, indicating 

that this field is the second sort. 

□ Scroll the sort window to the left until the Systems field is visible. 

□ Click in the Systems field. 

You’ll see a 3 in the box on the left side of the Systems field. 

□ Scroll the sort window to the right until the High Tech field 
is visible. 

□ Click in the High Tech field. 

You’ll see a 4 in the box on the left side of the High Tech field. 



-<f n rt M 

Ft^ ( Clear] 



AppiKitio* sw-p] A ->t 


$ 


Hr?* A->Z . 

area 

a 


□ Now click the Sort button to carry out the sort. 
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the fields'^yoifdon’t want^rhited^into the Not^ho 6 ^ 01 ^ 1 f leCt and dra & 

report on the screen to be sure it has the inf a " d then P rev,ew the 

it on the printer. H information you want before printing 

□ Choose the Report... command from the Organize menu. 

Your report window looks like this: 



° andclkkcm theblowing'5^' ^ '*** ^ the Shift ke ? 

Office 
Territory 
FSE 
City 

Customer Code 
Distributor 

Distributor Referral Number 
Design Number 


Probability 
Possible Volume 
Decision By 
Support Products 
Outcome 
Notes 
Remarks 
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□ Release the Shift key. 


□ Hold down the mouse button and drag these fields to the right 
until the vertical line that appears when you start dragging 
the Not Shown area. Then release the button. 


□ Scroll the report window back to the left to see that the selected 
fields are in the Not Shown area. 



Next, widen the Application Spec,lie field so the field heading will be 


visible on the report. 


□ Position the mouse pointer on the right side of the Applications 
Specific field in the Field row. 

□ Hold down the mouse button and drag the right side of the field 
^out half an inch to the right. Release the mouse button. 


_ 

fpreuiea 

^ □ Summary Report ^ _ 


Sort 

Heading 

Field 

CPU/Memoru 

rjryn i m <rT7i3 HilAiils 

iinrntntEEUrnUM 

Rustems 


bu Hiqh Te 

bu Sustemi 

_ 

--- 



bq ADPlicn 

bu CPU/Mel 

Grand 

sn— j 




5 

a 


Now you can preview the report. 

o Click the Preview button at the top of the report window. 

V„ur repo,, will have 

^"“ge ZyZyl want by us,ng the Page Setup... connuand 
from the File menu and then print the report. 
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° C,lck the Done button t0 end the preview of the report, 
a Choose the Page Setup... command from the File menu. 

When you choose Page Setup, the following dialog box appears: 



HUjUMCU uwiae 

2'"“, ? NOrmal Pa9es ° N0 brealcs betluee n pages 

Reduction: ® None 050 percent 

□ Start new page when first column changes 

Page Headenlj - 


Page Footer: 


Left Margin: [o.75 
Top Margin: [1 


Right Margin: [o.75 


_J Bottom Margin:[T 


For AeFSlT AaL^y^pSl'Tou'wara' 0 " 5 ^ lhe Pa S e Setu P dialo 8 box. 

each page „ f ,he »P of 

e P a?h pagrY« X c7„ r !,Xt a KlS def“ k Page) COMainin * ^ "S of 

tom, 0.75 inch for eaSe? h, , T (1 “ ch for th e top and bot- 

the printingon th/page'because the ™ 1° Chang ' the defauk Nation ° f 

To use the Page Setup dialog box for the product-line report: 

D Click the Wide bu «on in the Orientation row. 

° the P heade^ Design - Ins in the Pa S e Header typing field as 

: c z.~z sk:- 
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You can accept File’s default margins, so you don’t need to do anything with 
the Margin typing fields._ 



Now all that’s left is to print the report. 

□ Choose the Print Report... command from the File menu. 

° SSSS5 

paper, accept File’s defaults by clicking OK. 

Your printed Product Line Des,gn-Ins report should look like the printout 

al’ea^rwamtotr tte report so you don’t have to create it all over again 

every time you want to use it. 

□ Choose Save Report As... from the File menu. 

° 2=£3JJ , SSS URSSSrf: 

this report on your data disk, and click the Save button. 

You can print this report once a month. It will become increasingly useful 
as you continue to add information to your Sales Support data . 

The FSE Activity report 

the pre^cfU ms of'theCTStoiwreea 1 ^woA^wi^.^igure^^sho^a^yp^al 1 

FSE Activity report. , customer s they experi- 

FSEs can use this rcpori lo see w„h *£chWeM>l cus ^ ^ ^ 

St”— 

Sthlr' RalpS Hodgekiss predrcied a 70 percen, 
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Figure 9-6. A sample FSE Activity report 


FSE 


Pete Tandamere 

Ralph Hodgekiss 
Sandy Baldwin 


Date 


May 22, 1985 

May 23, 1985 
May 25, 1985 

May 26, 1985 
May 24, 1985 


_ Customer Mama 

Medical Scan Images 
Medical Scan Images 
Fun Time Enterprises 
PowerQuIck 
AlphaTel 

Red Wing Products 
Navigation Industries 
Loglference 
Medgardlan 


FSE Actlvlt 

Customer Code 

WBL-MSI-04 

WBL-MSI-03 

WBL-FTE-08 

WBL-PQK-20 

WBL-ATL-01 

WBL-RWP-07 

WBL-NVI-02 

WBL-LFR-01 

WBL-MGN-02 



y - May 1985 


_Destgn Number 

85-MSI-04-1 
85-MSI-03-3 
05-FTE-O8-3 
85-PQK-20-2 
85-ATL-01-1 
85-RWP-07-6 
05-NVI-O2-1 
85-LFR-01-1 
85-MGN-02-1 


Win 

gone 

lose 

win 

win 


^ C0l " i_ Probabllttu Decision By 

Jun 19, 1985 
Jun 12, 1985 
Jul 6, 1985 
Jul 15, 1985 
May 25, 1985 
Jun 27, 1986 
Sep 20, 1985 
Jul 30, 1985 
Jun 20, 1985 


90* 

40* 

80* 

20* 

50* 

70* 

20* 

30* 

80* 


Possible Volumn 

500 

1000 

40,000 

20,000 

125,000 

5000 

8000 

200 

60,000 


GESToSs tzrz a - d * 

was a win. Ralph predicted a 20 nerr ^ ^ ^ n ^:.F ttln S A1 phaTel and AlphaTel 
PowerQuick, “ips, ^ 

baS£d F^E S h a S „d rediC,i0nS ' n Pr ° babil,ty °" 

~ sr as a r » f ,‘ ickter •* ** 

their clients have all the sunnort thlv h ? ec,s * on . B y CO,umn and make sure 
With an average of 5 20 Z, custom^a mol^aTavt^' 

dKbfor<b^ a “ d iTT ‘ hal a ‘ IOWS " ,em to Bndlu of 

for then, to keep »ck* tand - « "«** b ' "»re difficult 

order^Ted'f^f^ k S°I b BrSt son ,he S >'« Support datafile in the 

the way you want them printed, preview^he^orrancT 10 ^’ the fie,ds 

for the product-line report. P d pnnt U ’J ust as you did 
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Make sure File is loaded and the Sales Support datafile is open before you 
start creating the FSE Activity report. 

□ Choose the Sort... command from the Organize menu. 

o Click the Clear button to clear the criteria for the previous sort. 

The two items you need to sort for this report are FSE and Date. 

□ Scroll the sort window left, then up until the FSE field is visible. 

□ Click anywhere in the FSE field to make it the primary sort. 

□ Scroll the sort window horizontally to the right until the Date field 
is visible. 

□ Click in the Date field to make it the secondary sort. 



□ Click the Sort button. 

File sorts the records in the order you specified. 

□ If the report window isn’t already open, choose the Report... 
command from the Organize menu. 

The Report window will open with the first report (Product Line Design-Ins) 
still displayed. 

□ Choose New Report from the File menu. 

Now your report window displays the fields you just sorted in the Sort area. 
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drag them into theN* ^ Primed the re P™ and 

□ Hold down the Shift key and dick on the following fields: 


Office 

Territory 

City 

Distributor 

Distributor Referral Number 

CPU/Memory 

Application Specific 

Systems 

High Tech 

Support Products 

Notes 

Remarks 


D Release the Shift key. 

D !£“ dn * ,h '“ »i* 

you wa“lhe“ prS h ' “ ,he N °' ^ area in “ «*r in which 

° fdsihie 6 reP ° n Wind ° W t0 the left Until the O^come field 
° Select the Outcome field in the Field row and drag it left. 

th a find^ates t ^ere t thefidd I wiH < be C inserded!^ rep ° n Wind ° W 
° ofThetoteb^' the left ed « e 
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□ Widen the Customer Code field slightly so that all of the field 
headings will be visible on the report. 

The fields in the Not Sorted area should now be in this order: 




scrolling 



T , nrflpr of the fields is an important consideration in designing reports. 
You want to be able to quickly grasp what is most miportant an one way o 
to is with .he order in which the fields ^'^islty^d CSe 
port, it’s important to have Outcome, ro ’ ^ f particular cus- 

Volume side by .^^^^^’^j^’j^er^n’reading'the repent needs to grasp 
what^s^h^outcorn^of the FSe/wo* with a Cent and how cructa, was 
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wha^kind ofnm^hTr T*’ ** 3Ctive J obs ’ when wil1 the decision be made 
now ■ and how bis is 

O Click the Preview button at the top of the report window. 

layou'lXh^p^te'Xr V ° U Wa “ ^ S “ P " ‘° S “ " P the 

a Click the Done button to end previewing the report. 

□ Choose the Page Setup... command from the File menu 

>™ -d ,o 

D row ,o hare ^ re p»- 

•op o^r reP ° r ‘ y ° U ha ™ th ' re P ort dde primed a. .ho 

° SSeftf*?■ M °’ 1985 lh « "V Head,, typing field as the 

Files defauhmargins 1 Mar ®' n Iypm ® fields unchanged in order to accept 
D Click the OK button. 

File will store this page setup with the FSE Activity report when you save it 
e next time you print this report, you won’t need to use the Page Setun 
command unless you want to change the settings. g P ' ‘' 

° To print, choose the Print Report... command from the File menu. 

□ Be sure your printer is ready. If you have an ImageWriter and 
SdS^'tt'TKr eP ‘ Fife ' S defaU,,S in ^ dialog box 

Your finished report will look like the report already shown in Figure 9-6 

the F S E e Aaiv y “mpo" he rePO,% Whi ' e ‘ he rep ° rl windo “ is sli " °Rcn, «* 

a Choose the Save Report As... command from the File menu. 

° She report ' 08 '** type FSE Activit y Re P m as the name 

□ If necessary, click the Drive button to make sure the report is saved 
on your data disk, then click the Save button. P 
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FSE Notes and Remarks report 

This is the report Diana and Charlie agreed to share that lists FSE com- 

can make use of the FSE notes to see how well Chips, Inc. products are itting 
the target m^ets. d tails the FSE’s experience with using Chips, Inc. 

compln^t customer’s project. The Information *£££££” 
well a Chips product fits the customer’s project, what was done or " e 
, fr, ,rit the sale and it indicates, if the customer was lost or the project was 
dtontiS wto Should have been done. This is the place for FSEsTo analyze 
their success or failure with customers and share this experience wi 
FSEs. FSEs can use this information to gain insight into working with sim 

customers, products, or projects. . , • rp qn 

A sample FSE Notes and Remarks printout is shown in Figure 9 7. 


Figure 9-7. A printout of a sampk FSE Notes 
and Remarks report 



















continued 


FSE Notes end Remerke 


Notes 


LooWng for CPU/Memory combination to hold 

by thor new scan equipment. 


prooo** images « they are created 


CHI 1. mWI ft* iwwiwr M ft p«t M , 


to*. ™n„ h „„ ^ 

bouncing-ball game. 9*"» oncouraged thorn to try the 

1 **-* "* 

futures ye offer Is enticing tothenT '“"'"re/software s^rt of 

Thrtr nev hi*-speed power-svitC 


«dwign challenges the capability of the F u 


h,^^^*^"**"^''^*-*** Vfflus*99C3l 



gy ilHW KMlD fcru» ft itor«fr» M fifth, ihviftfi,, „, tm 


continued 


- ___ Remarks 

Looking for pookoge end they ore uncertain of configurotion. 


X^T^r'"’ “°'°" "*"* ,v ‘ ,m - v '"* * 


** ** 89C05 ' S «• IntTfe* vith their custom LCD driver 

Jm Thompson from the El Seposso factory ocknoyledges that although the 
drive-current spec is low, it may be marginal for this application 

S:S^=««assri-' 

ri Jim H ^ nor from *» Moines factory in uncovering 

SS^^W«tt5SK3: 

TheWad engineer on the project vas concerned about the internet latanoi ^ 

r* *• ^ ^ r 

^ .«*, 

-r showcase Some concerns on stepped-volume pricing. 


!£ 2 ? " ^ "»•♦"»« mi*™ ft . 

Prthr ocnvoonts yitt ih»W-v««hr ^ t**, ^ fc 
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This report has only five fields and is simple to create. Be sure File is 
loaded and the Sales Support datafile is open. 

D Choose the Sort... command from the Organize menu. 

□ When the sort window appears, click the Clear button to clear the 
previous sort criteria. 

Just as with the first two reports, you specify the sort order by the order in 
you select the fields you want sorted. 

□ Click in the FSE held to make it your primary sort and then in Date 
to make Date your secondary sort. 



□ Click the Sort button. 

□ Choose New Report from the File menu. 

□ File asks if you want to save the current report that appears in the 
report window with the Sales Support datable. 



D Click the No button since you’ve already saved it separately under 
its own name. 


Your report window changes to reflect your latest sort. 

□ Hold down the Shift key and click on all the fields Not Sorted 

area except Customer Name, Notes, and Remarks. Then release 

Shift key. 

□ rw the selected fields to the right until the vertical line that 
ap^Sn^u begin .o drag is in .he No. Sh«„ area, and .hen 

release the mouse button. 

□ Scroll the report window all the way to the left. 


which 
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ThatS the u re is to settin g U P this report. Now you can preview it so 

necessary'make the S fi d" 1 T (N °“ S a " d Remarks) wi " '<**• a " d . if 
necessary make the fields in the report window longer. 

m r u P ? n ‘ n Figure 9 ~ 7 ’ nodce that File has changed the heights of 

nat aoes not ht in this one line is not visible. You need to make all of thl 
arge enough to accommodate all of the text in these two fields. * 

□ If necessary, scroll right until the Notes field is visible. 

° the report window b ° tt0m edge of the Note * held in 

° wh en the pointer looks like this: 



Pointer 


W t K he . field . down - t hen Please the mouse button to lengthen it 
Start by lengthening it about half an inch. ^ “* 
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By scrolling the form window to the left, you can see that lengthening the Notes 

field lengthens the other fields as well. If 

Preview the report to see that you can read all , , , • 

can’t read all of the text or if the field is too long, you can adjust the field size 

undl you can see all your text. Then, set up the pages for this report. 

□ Choose the Page Setup... command from the File menu. 

You’ll see a blinking insertion point in the Page Header box. 

□ Type FSE Notes and Remarks as the header text. 

D Click in the Page Footer box and type Page 8cP - 8cD to include the 
current page number and the date (from the Macintosh system 
calendar) as part of the footer. 

Leave the Orientation option Tall and accept File’s default margins. 

Your completed dialog box looks like this: 


ImaqelDriter (Standard or Wide) 


Paper: 


O B4 Letter 


O International Fanfold | Cancel 


<S) US Letter 
O US Legal 
O Computer Paper 

Orientation: <S> Tall O Tall Adjusted OWide 

Pagination: ® Normal pages O No breaks between pages 

Reduction: ®None 050 percent 

□ Start new page when first column changes 

Page Header: | FSE Notes and Remarks 

Page Footer: |pageftP-&0| _ 


Left Margin: |0.75 
Top Margin: 


1 


Right Margin: |0.75 
Bottom Margin:[l_ 


□ Click the OK button. 

□ Choc the Print Report. . commtmd from theFilem™, Click the 
OK button to accept File’s defaults in the Print dia g 

Your printed report will look like the report already shown in Figure 9-7 
Wana Plans to exchange the information in this report with Charlie each 
week so that the sheer volume of notes and remarks doesn’t become too muc 

° f 3 ^ave this report so you won’t have to re-create it each time. 


□ Choose Save Report As... from the File menu. 

□ Type FSE Notes and Remarks as the name of the report and click the 
Save button. 
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The monthly Win-Lose-Gone report 

The fourth report prints the Outcome, Probability, product category and 

^is known The^d 7°^ ■“ datafifc for the CUSt ° mers ^ose out- 
come is known. The records for active customers who haven’t yet made a derision 

reP ° rt " Printed ' A Sam P le Win-Lose-Gone report is 

Diana and her group use the Win-Lose-Gone report to analyze their 
whlTr SUPP ° n They IO ° k “ “ he O™™* containing a wt o see 

ta tcSrv » ZZ7 7 USmi - a " d ,h ' y S ' nd ' his “f™”" <° *e Chips. 

nc tactory so that the factory engineers can see which features customers find 
useful and therefore should not be eliminated if the product is redesigned Thev 
look a. the Outcome fields with a toss to try determine whetherSeasol ? 
Chrps, Inc. products weren’t used was due to a lack of support or w^ierTwas 

Figure 9-8. A sample Win-Lose-Gone report 


Win-Lose-Gone Report 


Outcome 

Customer Name 

Probability 

CPU/Memoru 

AnnliPfllt 1 A*h Cnahaal#! ^ 


AlphaTel 

50* 

CI89068 

SLIC/SAM/FIBER 


Medical Scan Images 

90* 

CI8965,CI65020 



Red Wing Products 

70* 

CI65008,CI65020 

Fiber Optic 

lose 

PowerQuick 

20* 


F-25 power 

gone 

Fun Time Enterprises 

80* 

CI89HC05 




Sustains 


M-5631 Chassis and Disk 
M-5631 Chassis and Disk 


High Tech 


CI4623,CI4624 


Power Diodes 


Remarks 


ifslissss 

ba .Hand* to with 

hsva similar oonoams. ^ «ttampt1ng a dwigr with this part will 
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due to a bad product fit. They look at the Outcome fields with a gone to see 
which are their serious customers and which may not warrant as much attention. 
They also check to be sure the projects with a gone in the Outcome field are 
really discontinued (gone), and not completed without Chips, ^ ^c- 

This report is straightforward to create and, except for first hiding all ac 
live customer records, it is set up exactly like the previous three reports. After 
hiding the records for active customers, you’ll sort the datafile, open the repor 
window then drag fields you don’t want printed into the Not Shown area. Next 
ZSngtLn the fields in the report so the text in the Remarks field is visible 
when the report is printed, preview the report, and then print it. 

□ Click anywhere in the datafile window to make it active. 

□ Choose the Find... command from the Organize menu. 

□ Click the Clear button to clear any previous search criteria. 

□ When the find window appears, click on the down arrow at the 
bottom of the vertical scroll bar to scroll down to the Outcome field. 



The down arrow allows you to scroll down one line at a time, so it's easier to use 
than the scroll box when you want to find a particular piece of information in 

smaH wmdow.on ^ win lose , or gone in t he Outcome field,you 

can use the = special search code (which tells File to match what you type after 
the code) and the three field entries you want File to find, separated by com . 

□ Click for an insertion point in the box to the right of the Outcome 
label and type = win, lose .gone as the search criteria. 

□ Click the Find button. 



Now File hides the records of all your active accounts-that is Recounts for 
which there is no outcome yet—and displays only those records for which t 
is an outcome. If you scroll through the datafile, you’ll find only those with win, 
lose, or gone in the Outcome field. 

Next, sort the datafile. 
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□ Choose the Sort... command from the Organize menu. In the sort 
window, click the Clear button to remove any previous sort criteria. 

a Use the vertical and horizontal scroll arrows just as you did with 
the Find command to scroll until the Outcome field is visible, then 
click in the Outcome field. 

You can see A - >Z in the large box on the right side of the Outcome field, 
which indicates that File will sort this field alphabetically. You can also see a 1 
in the small box on the left side of the Outcome field, which tells you this field 
is the first sort. 

□ Click one more time in the Outcome field. 



The A >Z changes to Z >A, indicating that the sort will be in reverse alpha¬ 
betical order, which will put the records containing the word win at the top of 
the report. r 

□ Scroll up until the Customer Name field is visible and click in it. 

The number 2 appears in the small box on the left side of the Customer Name 
field, indicating this field is your second sort. 

□ Click the Sort button. 



The records File just found are sorted in reverse alphabetical order by Outcome 
then alphabetically by Customer Name. 

□ Choose Report... from the Organize menu. 

□ Choose New Report from the File menu. 

You’ll see a dialog box asking if you want to save the current report with 
the Sales Support datafile. 

□ Click the No button, since you’ve already saved the report separately 
under its own name. 

File then displays a new report window using the sort criteria just specified. 
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I Report j 


□ Summary Report 


Sort 

Z->A 

A->Z 

Not Sorted 

Heading 

Uutcome 

Customer Name 

Date ' 

Field 

Outcome 

Customer Name 

Date 

H 0f 

bg Custom! 




bu Outcomi 




Grand 







O 


□ Select the following fields by holding down the Shift key and 
clicking in each one, then releasing the Shift key and dragging 
them into the Not Shown area: 

Date 

Office 

Territory 

FSE 

City 

Customer Code 
Distributor 

Distributor Referral Number 

Design Number 

Possible Volume 

Decision By 

Support Products 

Notes 


These are the fields you don’t need in this report. 

The fields are in the order in which you want them displayed in the report, 
so you don’t need to do any rearranging. But you will need to widen the fields so 
all the text in the Remarks field is printed. 

□ Scroll the report window all the way to the left. 

□ Move the mouse pointer to the bottom line of any field in the report 
window. When the mouse pointer looks like this: 



Pointer 
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drag the bottom line down about half an inch and release the 
mouse button. 



□ Widen the Application Specific held so that the held heading will be 
visible on the report. 

□ Now click the Preview button. 

When the report is displayed on the screen, check to be sure that the entire 
Remarks text is visible. If all appears well, you can set up your page and print 
the report. 

□ Click the Done button to end previewing the report. 

□ Choose the Page Setup... command from the File menu. 

If you use the wide orientation to print this report sideways on the page 
and change the left and right margins to zero, the information will fit exactly on 
two pages. You can also type a page header and footer. 

□ In the Page Setup dialog box, click the Wide button in the 
Orientation row. 

□ In the Page Header typing field, type &LWin-Lose-Gone Report as a 

header. r 

The &L is a code that tells File to left-align the header text. That way, if 
the report is more than one page long, the header will appear on the first page 
of the report. r & 

□ Click to get an insertion point in the Page Footer typing held and 
type ScLMay 1985 (or the current month and year) as a footer. 

□ Double-click in the Left Margin typing held and type 0 as the left 
margin. 

□ Double-click in the Right Margin typing held and type 0 as the 
right margin. 
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□ Your completed Page Setup dialog box should look like this. 


ImageWriter (Standard or Wide) _ 

Paper: <§) US Letter O 04 Letter _ 

O US Legal O International Fanfold [ Cancel 

O Computer Paper 
Orientation: O Tall O Tall Rdjusted <§) Wide 

Pagination: <§> Normal pages O No breaks between pages 

Reduction: ® None O 50 percent 


□ Start new page when first column changes 
Page Header: [&LtUin-Lose-Gone Report _ 


Page Footer: |&LMay 1985 


Left Margin: 
Top Margin: 


Right Margin: 


Bottom Margin:|l 


□ Click OK. 

□ Choose the Print Report... command from the File menu and 
click the OK button in the dialog box. 

Your printed report will look like the report shown in Figure 9-8. 

That’s all there is to setting up the last report. Save it on disk so you can 
use it each month. 

□ Choose the Save Report As... command from the File menu. Type 
Win-Lose-Gone Report as the name of your report and click Save. 

After making these four reports you can see that designing reports is fairly 
straightforward. After you’ve used these reports for several months, you may 
wish to redesign them (for example, arrange fields in different combinations or 
orders). Just follow the basic steps of sorting the datafile, opening a new report 
window, arranging the fields in the window the way you want them in your 
report, and then previewing and printing. Any time you want to make changes 
to a report, be sure to save the new version of the report with the Save Report 
command from the File menu. 

Getting Mainframe Information 

The next step is to connect the Mac to an information service so that you 
can get the sales reports from the company mainframe electronically instead of 
on paper We’ll set up our Mac for communications, dial the information service, 
download the information to the Mac, and then use the information in the re¬ 
port in File That way you’ll have the information in a format you’re used to 
working with, and you can get up-to-date information at any time. You can use 
File to sort the information in an order that matches the Sales Support data e 
so that you can compare figures quickly and easily. 
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The Hardware and Software Connection 

■ . T ° connect to an information service, you’ll need a modem and commu¬ 
nications software for your Mac. For our example, we’ll use a 1200-baud Hayes 
autodial modem. (Baud, or baud rate, is a measurement of communication 

speed) An Apple 1200-baud modem or Hayes-compatible modem will work the 
Sciinc wsy. 

... F ° r yOUr Mac communications software, you can use any commercial or 
public domain package. MacTerminal and VersaTerm are two popular commer- 
cia packages. Using any of these packages and a modem, you should be able to 
mk your Mac to an information service. Our example uses MacTerminal. 

Preparing to connect 

make nn f ?n e h Diana i, makeS the hardware and software connections, she needs to 
ake an in-house human connection with the company MIS manager, the person 

in charge of the company mainframe and the reports it produces. Diana has 
decided to meet with the MIS manager and convince him to put weekly sales 

3 S! ref T! fr °, m the COmpany mainframe into Diana ’ s CompuServ7elecrn>nic 
mailbox. To do this, the MIS manager first has to convert the report hie into a 

S™ at , that , Can be transmitted over a modem and then be understood by Diana’s 

ASCn (T ShC retr c eVe !l or downloads > the information later. This format, called 
(American Standard Code for Information Interchange) or text-only is 
the most common format for data communications. In this case, however he 
must also take one extra step to ensure that Diana can load the ASCII infor- 

inComn, 1 ^ 7 'n ^ ^ ^ haS retrieVed k from her electronic mailbox 
in CompuServe File requires that each held in a record be separated by a tab 

c aracter, and that the individual records end with a carriage-return character 

"7 '"7^ ^ 7 ^ “ ana ' s bud S«>- ,he MIS "™ager 
agrees to produce and send a report that contains information about the cus- 

mer code, part number, part description, and volume for each item. 

anH , iana Can make a datafile with four fields to contain this information, 
and load in this report every week-a much better system than waiting for the 
mainframe’s monthly paper report. waning ror tne 

After connecting with the MIS manager, Diana’s next step is to get the 
Mac and the information service to communicate. In the following section of 

forma h f 3P f 7 ° U H ° W t0 USe the MaC t0 connect to the CompuServe In¬ 
formation Service using a 1200-baud autodial Hayes modem and MacTerminal 

softwiim I have chosen this setup as a model, not to show you all the possi¬ 
bilities but rather to give you a place to start experimenting. It woufd^equire 
more than part of a chapter to teach you all you need to know about teTecom- 

mumcating with an information service, but this section will give you the basics 
by showing you one example. S 7 
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A text transfer connection 

The simplest way to transfer information between the Mac and Compu¬ 
Serve is to do what’s called straight text transfer. In straight text transfer, the 
sending computer sends the information character by character, and the receiv¬ 
ing computer simply accepts the characters without checking for errors. You 11 
use the Mac and the modem, and dial up CompuServe to get the new wee y 
sales report. 

□ Start your Mac, and be sure your modem is plugged into the 
communications port on the back of your Mac and is turned on. 

□ Double-click on the MacTerminal icon. 


When MacTerminal is loaded, you’ll see a blank screen with menu choices 
along the top. 



Normally, the next step would be to set up the communications parameters 
found under the Settings menu so MacTerminal* parameters match Compu- 
Serve’s. However, the parameters CompuServe wants are MacTerminal s defaults, 
so you can skip these steps and move on to the phone settings. 

X In C ase you’re using a communications program other than MacTerminal, 
we’ll show you the dialog boxes on the Settings menu, with MacTerminal s de¬ 
faults indicated, so you can set up your program correctly. 

The Terminal... command on the Settings menu shows the different types 

of terminals the Mac can emulate. 
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Terminal Settings 


Terminal 

<•) UTI00 OTTV 

O IBM 3278 

Mode 

(•) RNSI 

O UT52 

Cursor Shape 

(•) Underline 

O Block 

Character Set 

(S) United States 

O United Kingdom 

Line Width 

<•) 80 Columns 

O 132 Columns 

Protocol Conn 

O Applet, ine 

O fluster Ctlr 

E On Line 

□ Local Echo 

□ Status Lights 

E3 Ruto Repeat 

O Ruto Wraparound 

□ New Line 

□ Repeat Ctrls 

□ Transparent 

[ OK ] [cancel] 


paranSer?ii^ P h tib H ity ''' ^ the P ' aCC ^ set communications 

parameters like baud rate and parity. 


Compatibility Settings 

Baud Rate 0 50 0 75 OHO 0134.5 

0150 0200 0300 0600 

®1200 0 1800 0 2000 0 2400 
O 3600 0 4800 0 9600 019200 
Bits per Character O 7 Bits ® 8 Bits 
Parity OEuen O Odd ®None 
Handshake OHOn/KOff ® None 
Connection ® Modem O Another Computer 


Connection Port ® 


[ OK ] [Cancel] 


receivl data 1 ' 6 ’' command a,1 °ws you to choose how to send and 


File Transfer Settings 
Transfer Method O HModem 

Remote System O MacTerminal <§) Other 

Delay Between Chars (E^M| /60th Second 
Delay Betuieen Lines |o [ /60th Second 
E Retain Line Breaks 

El Word Wrap Outgoing Tent - - 

[ OK ] [Cancel] 
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The last step before actually dialing is to complete the phone settings so the 
Mac can dial for you. 

□ Choose the Phone Settings... command from the Phone menu. 

□ When the dialog box appears, type your local access phone number 
of CompuServe in the typing field. 

If you’re not using a Hayes modem, an Apple modem, or compatible equipment, 
consuk your modL manual to see how to specify the phone number (you may 
need to type some special characters before the phone number). 

The rest of the defaults are what we want. 

Tone is the default Dial button, indicating you have a to^h-mne telephone 
(a nush-button phone that makes a tone for each number you dial). If you have a 
romry-dia^phone or if you hear a clicking sound instead of a tone sound when 
you dial, click the Pulse button. Click the Mixed button if you re using a touc 
tone telephone but you live in a pulse neighborhood. 

□ Click the OK button. 



Now you’re ready to dial. This is the easy part. 

□ Check to be sure your modem is turned on, and choose the Dial... 
command from the Phone menu. 

As the modem dials, you’ll hear tones just as if you were dialing by hand. 
You’ll also see a message box like this: 



Then you'll hear the phone ring and if all goes well you'll ««ually hear a 
click and some high-pitched tones indicating the connection has been made. 
When this happens, you’ll see another message. 
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the H I“NX C ™r U uLMD e aI; e d COnne p li0n *!' y ° U “ d ° now is 
V« u1 , learn wh^these are when^n^ 
an account. 7 8 P CompuServe, and are assigned 

in your fi ' e ^ our MIS ^ger left 

ioggtng off >. Chooae Hang Up. . ft™ the^„'„"e~ “ ““ 

Now you can quit MacTerminal. § P ' 

° Choose Quit from the File menu. 

An Xmodem Connection 

Tga“Tf “ “ Up in yOUr word P^'or or reconnecfand'try 8 the'transfer 

» ta ' 

^ et^tSeS; 

'-5SSSS ~£F “ 

° ST 6 ^ Fi ! C Transfer - • • command on the Settings menu Click 
the Xmodem button to specify the Xmodem transfer method 
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File Transfer Settings 


Transfer Method (Sj^RModem 

OTent 

Remote System O MacTerminal 

<•) Other 

Delay Between Chars 60th Second 

Delay Between Lines \o~~2 > 60,h Second 

0 Retain Line Breaks 
^ Word Wrap Outgoing Tent 

[ OK ~~] [cancel] 


□ Click the OK button. 

a Now choose the Dial... command from the Phone menu, 
and downloading files. 

□ After logging in, use the information-service commands to fin 
your mail and download it as a file. 

While the hie is being transferred, you’11 see this message: 


ch a rooters!*To Cancet'hold*dmun the *key and type 
a periodt.). 

Percentage Complete: 


... r i..mii..'.'!T.. 


This message tells you how ihe Ole J 

“"IS in r£™ y 2n a spiceryou-The hieth «'"££££* 

use this hie with File. 

Using the Mainframe Information with File 

Now that you’ve downloaded the mainframe hie to the Mac, you’re rea y to 
load File and see how the information in the hie looks. 

□ Load File and open a new datafile. Name it something like April 
Mainframe Sales. 
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information unfit you irave an entir WCe ^ y ° U d °“" ,oad 

amount of information you can eithe^t™ WOnh j Then ’ ^ponding on the 

or you can continue using fots “ "' W da ‘ afile for the -ionth, 

will co^dtC'S a„S " eed “ " ake 3 f °™ With th£ *«“» that 
information using FiKfad, 2 H^eTSm^' ° f 

D Type these field names and types: 


Field Name 
Customer Code 
Part Number 
Part Description 
Volume 


Information Type 

Text 

Text 

Text 

Number 


chan^s^^uch as^widenhig^he^Part DescripdoiTfi 1 Id* f° S ° me formattin g 
widening the Customer Code field. P fieW tW ‘ CC ltS Slze ’ and 

° SifoK™- ^ 

disk. S K d f iS f “ al ' h 'f nd of ™"‘h. you can star, a new 

forma, the fields TX '° ad “ this bm - a "d 

re-create it. 7 part ° f the new datafile and you won’t have to 

° Cllck ln the datafile window to make it active. 

° C,ick on the wor d New to select the new record 

D fr< ” Rfc “• ■>-*** on .he 

datafiie^if^ouuse^Mralglit’text tran^r "dotfO) 1 ^ T T!1 Mainframe S a'« 

m and log-off information in File as an eitra recort oX t yOU , y ° Ur log ' 
ords with this information and del^ t K ^cord two ’ J ust se,ect the rec- 

have do this withX field headml Th ^ ^ Y °u'l also 

When youVe “ Par ‘ ° ffife - 

look like the printout in Figure 9-9 ^ * P nnter ’ y° ur da tafile should 

you’ve^done a^T Whe " '° ading ' his “ e if 

formation for each record is in the Sm field foe “"h k * f a " of your in- 

SS2?mltr ^Xlc’h fieltffo bXpt 

Place them with spaces. Talk to £ 
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Figure 9-9. A printout of a sample sales datafile downloaded 
6 from a mainframe computer 



i f otnrp If all the information is in the first record, you ve 
encou:nmrXhe m s g econd problem. Henr^ 

report to ensure that each line ends with a carnage return. 

Using the Sales Support and Mainframe Sales 
Datafiles Together 

The last step is to redesign the Sales Support datafile so tt ,s more usef 
when used with the new mainframe datafile. anJ descr iption rather 

than SS5S3 Korn cat 

portion looks like the printout in F^ure y-lU. information about 

YOU can use £11«*£JJ'“Lut the project and the 
the customer, the FSE, and dhe wllh , h e customer on the project, 

process—that is, how the FSE actua y remarks but when necessary 

Tin, datafile is used primanly for the notesand Produ c„ 

ran be US ed with either the mainframe datafile or the Design 
datafile, since all have customer-code and design-num er 
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Ofm*. 

(Bellevue, WA 


£*fr: - 

[Koipn Hodgekiss 


(Beo Wing Products 


^- jnoy 26, 1985 

T ~r*~,. fWe Siern 

^•(Edmonds 


(wonder Supply 


»-(WBL-RWP-Q7 " 


Awjpr 

(B5-RWP-07-6 


J # -(B84-OI2 ' 


~ J Mtur « of «* M020 Vhfsptr' 

rtbw-optfc interact fSMobil * y *“ of fnh P"*"9 th*ir cvrvrt. 

mm nfcr/ ____ 

EE S 00< S!" TUp< Wwo « «* " 


store quantitative informatliralrouuhrpaTt?’ Sh ° Wn FigUrC 9 ' H ’ * S USed to 

number, so the records wiH correspond ^th the^ by custo " ler code and part 
datafile. That way, you can select all the re / rec ° rds ln the Mainframe Sales 
sort them by customer code and commr ^ * WU1 ln the ° utcome held, 

sales in the Mainframe Sales datafile, as shown^Figure^? 1 ” 65 * ** 

Figure 9-11. A printout of a sample Design-In Products 
portion of the Sales Support datafile 
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Figure 9-12. Comparing predicted sales to actual sales m the 
Mainframe Sales dataple 





You can also use this " 

made from the Sales Support data ■ J howing a n the parts the cus- 

you’ll need. One could be a rep y ^ a report by part number to 

tomer is using on each project. An °. th ^ C ° a ' d what volume of parts is being 
show all the customers using number and by out- 

used. You could design a third repo y ^ P^ dfcnts chose not to use 
come (loss or gone) to better track p J ^ number and use this infer- 

g « JKSS-S - -— 












































































Figure 9-13. Using dedgn number, in Dengn-ln Cusnmm 
and Mainframe Sales to find current data 



1 

2 

3 

4 

WBL-ATL-pj " 

WBL-FTE-08— 
WBL-LFR-OI 

WBL-MGN-02 

WBL-MSl-03— 

85-ATL-01-1 

5T-FrE-08-r~ 

ob-LFR-01-l 

tib-MGN-02-1“ 

uu, — H| tJL ___ 

i_Lio¥066 ""TBTOnna ,n7- 

KL»9HC05 - gljgTTnT IT- _ 

C 65020 200/month jD"] so iqap -— ^ ne 

r^!?u!? C705 ^°'°°° total jUn 2o' iQfiiq- 5 x|- 

6 

7 

8 

9 

wtJL-nsl-04 

WBL-NVI-02 

WL-PQK-20 " 
WdL-RWP-07 " 

Ob-MSl-04-1~ 

Bb-NVI-02-l “ 

Ob-PQK-20-2" 
Bb-RWP-07-6" 

pH=SF=^#^= = 

ECT65QI0 IToob .»,«■ -§2§£!!_ 
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The Design-In Customers datafile uses a non-Lis, Helper form jus, like the 
cwILort datafile. It has these fields and informal.on types. 


Field Name 

Date 

Office 

Territory 

FSE 

City 

Customer Name 
Customer Code 
Distributor 

Distributor Referral Number 

Design Number 

Notes 

Remarks 


Information Type 

Date 

Text 

Text 

Text 

Text 

Text 

Text 

Text 

Text 

Text 

Text 

Text 


datafi"^ 





I 
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field n^me?rnd n t ypes Pr0dUCtS '*** 3 Simple List He, P er fo ™, with these 


Field Name 

Customer Code 
Design Number 
Part Number 
Possible Volume 
Decision By 
Probability 
Outcome 


Information Type 

Text 

Text 

Text 

Text 

Date 

Number 

Text 


Sales Support datafile!^ y ° U need the same wa r >' OLI did when using the 

,! 5°" in the “der >»u want them for the report 

■ “a ^ ” a ™ p™-" 1 - 

BeHs f„ the mhrt^S .r™ 8 ' "* 

. 'JS" Mab f » ‘-y “l™™. add them in the report window 

5 S d r pfc “ ,he “* a " d P* - «P« ' 
nrainfrlet ZnZ^ll Sc^17“°" ^ "a" 1 ^ "* 

datafile to work with the mainframe inf VC rearran S ec * y° ur sales support 
support more effective^. 7n om e^mpk Di “? y<>,, h Can b °‘ h “*« a " d 
products work and what customer, n better See how Chips’ 

are working with the customers She ^ ^ T 3 ™! and Sbe Can see how her FSEs 

tion quickly and easily with any of the mherLd^offi'^h 7 th * S informa - 
and modems. y er sa es °^ ces by using Macs, File, 















Sharing Data 
with Other 
Programs 



plan, Microsoft Chart, and Microsoft Word r h° mbmed Wlth Microsoft Multi- 
This chapter shows you how to use the sn,!’ 'I beCOmes much more powerful, 
business graphics program (Chart) and th 3 program (Multiplan), the 
to do a variety of task!. I Ve chosen Micr 7 '^ Pr ° gram (Word ) 
have garble formats and 

as a model. company called Fictitious Publishing 

Multiplan to track actual sales on worksheet LaiTy Lightfoot - use s 

and he uses worksheets like the onp h * e one s ^ own * n Figure 10-1, 

sow. Each m „ Mh "* *» f “s bo * 

Larry finds , his If™usrful S ‘° h “ forc “» ™>rksheet. 

book. He Inks hfca^ do fhis wfh f « each 
from Multiplan using the Clipboard he' ^ ' t. ^ ringing in the information 
rtsk ge.,,„ g P the „ r „„ 8 g “ - 

ma p;z* ^ “ up the 

chart, shown in Figure 10-4 that comn ^ ? gUrCS Chart to create a 

each book at the end of each * Wi,h * f °r 



Figure 10-1. A Multiplan worksheet containing sales figures 
S for Fictitious Publishing 


December - 1985 


iTrivial Accomplishments 

|In Search of Mediocrity; .... 

•Thinner Hair in .30 Days 
: Drawing on the Right Side • 

TechnoVabbie Dictionary. 

‘ icomlng of Age in Silicon Valley ; C. Henry. 


Author . 

ISBN * 

Status; 

Publ. .:.. 
Date : 

Retail. 

Price. 

:S. Ashenfeiter : 

ic.B.F idler . 

;l. Matthews. 

i'd'.P. P ar e on e. 

ij.K.Hinech. 

i C . Henry. 

34096 

55908 

33921 

36638 

89480 

"914845 

: shipping . 

: Shipping . 

not yet publ; 

: shipping. 

: shipping . 

: shipping. 

-4/12/84;; 

8/12/79: 

4/1/86: 

12/31/83’: 

:10/15/83: 

: 2/16/84; 

.$8.95 

.$3.95 

.$3.95. 

.$10.95 

.$8.95 

.$19.95 


Total at 


2,000 

4,000 

...... P. 

10,000 

5,606 

.4,500 


continued 


December - 1985 


TOTAL: 


Week i ; 

-Weekly .Totals—7 

Week 2 Week 3 ; 

Week 4 : 


-.---Mo.nt.hly-- 

Whsale; Retail : 

Direct !B 

ook Club! 

Units: 

’ "boilors ... 

.85 T 

.105 : 

9p;;i 

.......?°..i 

CO 


....).! 6..;.. 

j. 2 P..i. 

.46'T 

.16"; 

.i 6b T 

.6"; 

"375 "i 
201 : 

$1,391.73 
.; $412.78 

.nn 

.45 i 

.56 : 

48 : 

Dt . 


n 





#u. uu 

!'#12,045:00 

i ' " """0 " ; 

.; 0 .; 

.0/j 

;.6"; 


...... 

880 

.606..;. 

Zml 

.200 ! 

.400 ; 

2,380 

• 220 : 

.190 : 

.250 

.220 ! 



.6 ; 

1,666 

65,191.00 

150 ; 

iso : 

160 

140 ; 


600 : 

' "no' 

.200 : 





'350 

300 

450 


:1,500 : ' 






. 4 — 















2,360 ! 

.— 

;;;i,3oo;; 

:7,656.; 

;$49,i65.00 

: .90 0 ' 

851 

.848 

; 932 '' 

i" TOTAL: 

i3,240 ; 




continued 


















































































continued 















































































Figure 10-2. A Multipktn worksheet containing saks-forecast 
® figures for Fictitious Publishing 


Forecast - 1985 



continued 


Forecast - 1985 
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Finite 10-4. A chart created with forecast ard actual sales 
g data from a Multiplan worksheet 


Trivial Accomplishments 


Units 300 



Jul Aug Sep 


Oct Nov 


Larry can add a held to the 

^5" a U „d hi managers can sc. ".he big pic,are" as wei, 

as the numbers. information stored in Multiplan, Chart, and 

Now, because Larry has al this information s;to r ^ manage . 

File, he can include it in Word documents, su > rep orts on royalties to 

ment, letters ,0 the sales staff er regional, almost unless. 

authors. In fact, the possibilities for^ using in f orma iion to write a 

In this chapter, I’ll demons rate how'»> “ e ““ ,he current sales trends in 

memo from Urrry to the acquisiuon,“1“Sons Ld marketing departments 

££?£ —Contains information from Multtplan, 

Chart, but it does show you how you ca chart to File and Wotd. 

Multi^tno^Chart^and^Wor oflnformation between thermograms even^ea^er, 

SIprogram i„ P memory a, the same time. 
















Figun 10-5. A datafile using data from Multiplan and 
graphics from Chart 










































































































Figure 10-6. A memo containing information from Multi- 
t g plan, Chart, and File, created in Word 


aa® 

y?®gS oETff mms 


MEMO 


To: Alexandra Pennington 
Acquisitions Staff 
From: Larry Lightfoot 
Marketing Staff 
Re: Changing Market Trends 


Dear Alexandra, 

market and how we see it changing. 


Trivial Accomplighments 
In Search o i Mediocrity 
Thinner Hair in 30 Days 
Drawing, on the Right Side... 
Technobabble Dictionary 
Coming, ol Age in Silicon Valley 

TOTALS. 


October October Move.BberHovemberDecem.ber December 

Forecast Actual Forece.t Actant Forecsst Actant 




6350 


5121 6400 ?656 


Silicon Valley .. 


continued 
























continued 


Driving on the Right Side of your Mac 



continued 

























Figure 10-6. A memo containing information from Multi- 
g plan, Chart, and File, created m Word 


continued 



continued 




















continued 
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"iSS3SS“-'. 

early in this chapter, we’ll use the Mac’s built-in Clipboard. 


Using Multiplan to Track Sales 


ITlUllipian w -- 

i T itrhifoot keeps monthly sales information in a Multiplan worksheet 

and updatl it weekly. The sales infotmaUon to tln^ ^apter^ 

taken from the worksheet shown in hj" 1 (international Standard 

consist, of the tide and tathis ctpm' Seof course, fictittous), the 

Book Number—the sample ISBNs in this cnap or out of prin t), the 

s p— the 

contain, quarter-to-date, fiscal year-to-date. P^^^^X^The 
grand coition unique to the book industry. 

^taders who order^booksVnd then arent ^^g^^^^tlwpubhsher are 

unsold books to the publisher. These theToial sales figures. 

rss— 

set up a Multiplan worksheet that meets the needs of your business. 

o Create and save a Multiplan worksheet containing sales figures. 











Figure 10-7. Monthly sales worksheet for Fictitious Publishing 



BO/NYP 


6,433 



-'—Quarter 

Date-'—'-— 

Returns 


.--Current :Fiecal YTD— 






;...Net Unite : Net Dollars 


..1,527 

.1.1,040 

. .. 56, 833. 3 
.12,054 jo 

.’’ 4(7 

10; 


.P.5^ : S i 3,6661 65 i 

. 80 

j.;. o'; 

.solo 

’ ” o i 


.2*095 f 137.63 i 

. 30 

. .5,052 : 

$27,659.70 

20 ; 


.P : SOIOd f 


. .1,968 '; 

...18,806.80 

10 : 


.! .9* IP.1..; $55,319 .40 ; 

.50 

. .8,215 ; 

.981,944.6; 

...... '. 30 i 


.3, 936 ; $17, 6131 60^7 

.jo” 



.430 $163,889725 : 

45 


M27,298.45 

.'jjip’T 

— continuei 

. TOTAL:; 

/ 

.35,619 :S2S4,626.53 7 

215 
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Moving Sales Information to File 


llg Da ICS - 

all or part of that mformatio ^* in from Mu i tip lan, as well as graphs 

quarterly sales °™ a graphs’use the Multiplan data to show a comparison 
C °r P ; ed m ta °nd actual slks for eah book for thecurrent fiscal year. This kind 
5 SSSSS? ^od t historical records and it a,so helps Fictiuous person- 

" el ^Sn^^oTfr Muhiplan «. File you firs, need 
to use File to create a datafile with a form thatSecond form for 

~d Z SS the Multiplan information you want to see. 


Making the transfer form 

To make a form that has the same number of fields as columns in the 
Multiplan worksheet: 

□ Start File by double-clicking on the Microsoft File icon on the 
Macintosh desktop. 

□ Type 2nd Quarter - ’85 as the name of your new datafile. 

□ Insert a blank disk in your external drive, initialize it if necessary, 
and name it Sales Data. 

□ Click the New button. 
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In th e form window, you can see a blank List Helper form. You’ll use this List 
elper form to transfer information from Multiplan to File 

Picture) lothat rher 5 ^ ^ m f mMlon l YP^ (Text, Number, Date, or 
worksheet Th' fit, “ 3 COrres P ondin g field for each column in your Multiplan 

a Type Title (the name of the first field) and press Return. 

D tTpe' n pres.s d Rinrn b T y ° U t0 select an information 

information type g **** Text * whkh is the default 

^ITZ£ c ;£7tX s a field name is a shor,cu, for sele “ in * 

can use this shortcut while creating the rest of the fields in this transfer form. 

a Enter the following list of fields and their corresponding 
information types in the following order: 8 


Field Name 

Information Type 

ISBN# 

Number 

Status 

Text 

Pub. Date 

Date 

Retail Price 

Number 

Warehouse 

Number 

Blank 1 

Text 

Week 1 

Number 

Week 2 

Number 

Week 3 

Number 

Week 4 

Number 

Blank 2 

Text 

Wholesale 

Number 

Retail 

Number 


(continued) 
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Field Name 

Direct 

Club 

Units/Month 
Sales/Month 
Balance 
Back Order 
Blank 3 

Units/Quarter 

Sales/Quarter 

Returns 

Blank 4 

Units/Year 

Sales/Year 


Information Type 

Number 

Number 

Number 

Number 

Number 

Number 

Text 

Number 

Number 

Number 

Text 

Number 

Number 


S£■ 

thC ThatfaUlhere is to making the transfer form. Your finished form should 
Previous Fiscal Year-to-Date, and Grand Total) because you dont need this 

are in-between. 
















Figure 10-8. A completed transfer form 
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Figure 10-9. A form for displaying information from 



Making the form for displaying information 

Next vou need to make the second form-the form that displays selected 

visually 8 A form designed with these criteria in mind is shown in Figur 
To make this form: 

o If necessary, scroll the form window to the right until you see the 
last field (Sales/Year). 

This takes you to the blank field at the end of your list of fields so you can add 
a picture field for the chart. 

□ If necessary, click to get an insertion point in the blank field 
following Sales/Year. 

□ Type Saks vs Projections as the name of the new field-press Return, 
press P for Picture information type, and press Retu . 

NOW Change the form to view 2, remove the check from the 

List Helper command, resize the fields, and add labels. 

n riirk in the View 1 box in the lower left corner of the form window. 
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grams 


View 1 changes to view 2. 


D Scroll the form window left until the Warehouse field is visible, 
ehe “ d fi d -8 ‘I*™ 


Hide area 


a Click on the Warehouse field to select it. 




To select the rest of the fields you want to drag into the hide area: 
□ Hold down the Shift key and click on the following fields: 


Blank 1 
Week 1 
Week 2 
Week 3 
Week 4 
Blank 2 
Wholesale 
Retail 


Direct 

Club 

Units/Month 
Sales/Month 
Balance 
Back Order 
Blank 3 
Returns 
Blank 4 
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□ Release the Shift key, position the mous 7,°' n ™ 

selected fields, hold down the button, and drag the selecteei neias 
Z,"Z the bottom of the hide area. Release the mouse button. 



□ Now scroll the form window down, then drag the 
the mouse button. 



Now only .ho fields you wan. in your form are showing, and you'll have plenty of 
room to make the form. 

a Pull down the Form menu and select List Helper to remove the 
check from in front of it. 

is a bit time-consuming, but doing so is a one ti p 

form ^^^form'longer by dragging the hide area down. 

□ Scroll the form window all the way up and all the way to the left, 
o Put the mouse pointer on the line between the hide area and the 
bottoms of the fields. 
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Pointer 





ISBN # a^dReSlPriil"^ S'-*? CO ' Um " ° f . field! <Title ’ Auth “f. p ub Date, 
under Title, andtLS ““ “ P — «* 

□ Scroll to the top of the form window. 

° I?kefhis- AUth ° r fidd UndCr the Title fidd so that the *reen looks 
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Your form window now looks like this: 

o 



The fields were entered in a different order than the order you need to 

in the N "‘X a n^'to move the Tide field to the right so that,«lines up with 
the fields below. 

□ Drag the Title field 3 A inch to the right. 



Next, make each of these fields larger by dragging the lower right corner, 

o Position the mouse on the lower right corner of the Title field. 

□ When the pointer looks like this: 



Pointer 


drag the field box down and to the right until it is almost twice as 
2 as when you started dragging and there is only a -ry small 
space between the bottom of the Title field and the top of the 
Author field. Release the mouse button. 
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' mouse button. 



Pointer 
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Next, to shorten the ISBN # held: 

D f 

over half its original length. Release the mouse button. 



[View 2KMI 

a Select the Status field and line it up to the right of the ISBN # field. 



o Shorten the Statu, field so it. right edge lines up «th the right edge 
of the Pub. Date field. 



I YlCn ^ ■-1 : .. 

Next, add a label to the left of each. of these 'S^When you mate a form 
To add a label for the Title field. 


o Click in the white space to the left of the Title field. 
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thelaberLT* 3 ' ^"P 1 *™ Wher ' V ° U clicked - wai,i "S*>r you to type 
D Type Title: as the title. 

As soon as you begin typing, you’ll see a label box appear. 



Label fields are sized and moved just like regular fields. 

°doe^vedip 6 ' ^he TitlefiTC^ ^ to the,eft *>« 



Label box 



two label fields, wkMhebottom field Date Retail PriCC fields are actually 

Ust y° u ■> S3SSR2T 
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, changed the font she of the labels in my example so they’d fit in a smaller 

space. To change the font size: 

□ Select the Title label box by clicking in the bar at the top. 



- Label bar 


□ Hold down the Shift key and click in the bars at the tops of the rest 
of the label boxes to select them. 

Holding down the Shift key when yon click “ * £3£££Lt 

hem at a time. When yon ha»e overlappmgM*“ “ “ e J ^ at ^ 

the bottom field first. Otherw.se, the^^ -dSelecf all the fields 
of the bottom field, and when you try to select it, you 

you’ve selected so far. 

o Choose the Set Font... command from the Form menu. 



Notice that the default font (as Indicated by the htghlighted name in the Font 
Name list box) is Geneva. 


Small 

when 


i Click OK. 

s While the labels am still “ l “ rf ’' l f‘“£ e d SX?wears. click 
SffiLS £ in me M,gn 

list box. Then click the OK button. 

D Now drag the Uni.s/Year field np and position it beside the Trie field. 
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about an inch long. 



it is about an inch long. 8 e sales/ Year held down until 



field^D^agl^bottonf e^ne^ofthe r u Ct c ^ e Units/Year 

is as long as the Units/Year field if nUs/ Q uarter fie ld down until it 

..» -U is SS£2i SEES SOL** “ " id “ 
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o Position and size the Sales/Quarter field just as you did the 
Units/Quarter field. 



Add the label Fiscal YTD above the Units/Year field. 


laDCl r A x -- till 

o Click in the space above Units/Year and type Fiscal YTD as the a e 

text. 

□ Click in the space above the Units/Quarter field and type Curren 
Quarter as the label text. 

□ Select .he .wo Label bo- and 

Form menu. When the dia og PP . , \&be\ text boldfaced 



The last steps for .hi, loth, are .0 move and s.te the Sales vs Projections 

picture field and add a label. 

□ Select the Sales vs Projections field and move it alongside 
current quarter fields. 
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° SiZC thC Sale$ VS Pro j ect ions field so that it looks like this; 



matches the Sales vs Projections fidd below. S ° “ S S ' Ze 



D the Fo ™ ™"“ When 

to put a border around the label, then click OK k h B ° rder b ° X 

field i!2KSTbowie C XhedST T Make <* ^ 

d,s ^ d ° u - - **;• ,hat 
a Scroll the form window all the way to the left. 
a Click m the Units/Year field. 

° H °“ d ° W " ,he S “ ^ “I dick in the UniG/Quarte, fieki 
° d C ^b2™pla N r c M "* F °™ When .he 

and dick the Bold box in the Style"dZn ,he AI, S" column, 

D Click OK. 

° Click in the Sales/Year field. 

° Hold ,h ' Shif ‘ MCI dick in the Sales/Quarter Held. 
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a Choose Formal Number Field.. field fordoh 

the Dollar button in the to center 

column. 

□ Click OK. 

To make the book title bold: 

box in the Style column and click OK. 

To eliminate borders: 

a Hold down the Shift key and dick in .he following fields to select 
them: 

Author 
Pub Date 
ISBN # 

Status 
Retail Price 

o Choose the Forma. Field. . command from .he Form menu. 

YO “" dick .he Border box »** «* <*“* f "” 

it and click the Underline box to put a check in it. 

□ Click the OK button. 

o Click anywhere in .he form window ,o deselect the selecmd fields. 

□ Double-click on the Retail Price field. 

□ In the dialog box, click the Dollar button in the Display column, 
then click the Center button in the Align column. 

□ Click OK. . 

HelpeXr^-^ 

sure to save it. , 

or delete the file. 
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Making (he transfer 

-d y , y „„ can ropy wa y , 

° ^ Ult Flle b y choosing Quit from the File menu. 

form with:the <tou!tes!!d lf you wam IO save lhe current 


Saue the current form uiith the 
datafile "2nd Quarter - ’85?" 

1L Ve *Hl 


l No 1 


[Cancel ] 


a If File displays a dialog bos, click Yes lo saw: view 1 and view 2 

you VStSgESfZ iX ewelal *heT„o dif&rera d “ k ' 

“ ^ lf “-■* «* «~ disk with .he 

“ M "“ iplan W ° rkSh “' iC °" «" example, 

D SS'i tS'X S^<r» ,s T t fir “ book d * ™ c °'- 

dm g g.„ g .he VTD >, b ; 

rig* cell yZ St X. * " righ ‘ “ tb e lower 

S6,eCt Format jPfions Calculate 

R5C2 ^-tnyMAg p^.pli^ 

December - 19»s 


■ .---Quarterto ' 

■^i^r*...J^Returns' T 


$6,833.33 
$2,054.00 

.$ 0.00 

$27,659.70 
$3,806.80 
$81,944.63 i 


$127,29845 


Fiscal YTD--- 

Net Dollars 


$13,666.65 


$.163,(4^.25 


..35,619 ;$254,626! 53" 
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Select only the actual information, not the column titles or totals. 

□ Choose Copy from the Edit menu. 

Multiplan copies the selected rows and columns into the Clipboard, 
o Quit Multiplan by choosing Quit from the File menu. 

After you choose the Quft command, you see^£8^ ^ ^ 

want to save the information you copied to the Clipboard 


Sauing large clipboard 


□ Saue formatted ualues 

□ Saue unformatted ualues 

f OK 1 ( CanceCj 


D Click the Save Unformatted Values box because File will format this 
information when you load it into Hie. 

□ Click the OK button. 

□ On the Macintosh desktop, click on the Multiplan Master disk icon 
to select it. 

□ Choose Eject from the File menu. 

If your File data is on another disk, eject the Mulliplan data disk too. 

□ insert your File Master disk and, if necessary. your File dam disk. 
a Double-click on the 2nd Quarter - '85 icon to open that datafile 

box and you’ll get the first form. 

□ If it isn’t already selected, click on the word New to select the enure 
new record. 


□ Pull down the Edit menu and choose Paste. 
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the°new record° m ' he ■— * h» the datafile, 

° SL d ° Uble< “ ” “f reOTd number a, the left edge of the 

-* File EJit F °rm .. 


— .nve, Accu, i y i \^:' rr !^V t l" l j^^-- c ;— 

* u .h»r:s Ashenfelter -1 ^527 j| 


Pub - 

Date: Apr 12 f 1 QfM 


_ 34,096 status: shipping 


*13,666.65 *6,833.33 



in a '“^P^Smatie 

that worksheet and d^T ^ need to ,ook * 

make a graph for each book data f ° r each book to Chart ant 

The Muhiplan Forecast 

for “ “ % " e “ h „d„“ U each an lhat •>* forecast 

board to copy the nuXr „f h„l mT Li « htfoot the Clip- 

cast worksheet where he can then comn Sal “ works heet into the fore- 

pieted forecast f <™« —• *. con,- 

° ^ Ult Fl,e h y choosing Quit from the File menu 

a « 
a Follow the disk-swapping prompts on the screen, 
o Create ami save a Multiplan worksheet containing forecas , fi 

° SS , S£ n ‘""“ f "" f»c worksheet into yonr 


































Figure 10-10. A sample Multiplan forecast worksheet 
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Making Charts from the Forecast 
Worksheet Information 

you JS £f fo -» worksheet, bu, 

any of the figures manually. So, first yo^need to reZ haVln S to enter 

can use it with Chart. Then load Switcher v u , ?" §e the forecas t so you 

and Chart. Using Switcher will allow you 

forecast worksheet and the Chart sw | tch back and forth between the 

a graph for each book. P S m with minimal effort, while making 

information; you can matea smaH^woriTh^” ^ l ° rearran § e the forecast 
below the information you’ve already emered^Th" 1°^ forecast worksheet 
when you work with the forecast nan ofthZ WOrksheet won ’ 1 b e visible 

information to another place on the same workSe^"Zn iC f * C ° Py 
ferent worksheet. The printed foreran i u ., than 11 ls to copy to a dif- 

cure you’ve W '" “ 

O set up a worksheet within a worksheet: 

D te (rrat ,he H c ?r wi,h ■*“ »«* *•=. 

s ’ tne blank row, and the last row (TOTALS:). 



° SHE .he selected ink™,™ 

° Use the verdcal scroll bar to scroll down to row 22. 
































F,sure 10-11. Part 4 the forecast worksheet shwmg the 
S rearranged forecast information 



I 
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intersection TZ 0 2 n 2 e and cdumnT and cST ^ 31 ^ 



~Pointer 


“ ^:ir - This cross ^ 

D choose Paste from the Edit menu. 

Your list of titles appears, starting at row 22. 

_« Ole Edit select Format nn«m». calculate 

R22C1 


li 

22 

23 

_ 2 ± 

25 

26 

27 

28 

29 

30 

31 

32 

33 

34 


•Tr.i.Y.V?i. Ap.compi ishments. . . . 

• l . r ?.P®.?. , ?! c 'b of Mediocrity . . . 

ItltWSr. Hair in 30 Days. . . . 

Pr. a Y!pg.on the Right Side .7. '"j.j. .j... 

Te .9. h H?babbie Dictionary... . 

PP™V?g.?f Age in 'silicon Vail'ey!. . . 

to" r a l s 7 . L -J .. 



an«her^roup rcy °“ need 

° Clkk ^ thC UPPCT left corner of cell at row 32, column 1. 

Again you’ll see a cross in the upper left corner. 

a Again choose Paste from the Edit menu. 

The titles are copied in a second time, this time starting at row 32. 
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Now add some column headings to make it easier to find your place when 
you copy in information. 

o Select row 21. column 1 and press the Caps Luck key Type 
FORECAST as the heading text. 

o Select row SI. column 1 ami type tCIWIS as the heading text. 

Now add month numbers to serve as markers. 

Select row 21, column 2 and type 7 (for July). 

Select row 21, column 3 and type * (for August). 

□ Continue adding the numbers of months through December 
(at row 21 and column 7). 

Th . npxt steD is to copy information from the top 
Now the space is set up. The ne P h Clipboard the 

of the forecast worksheet into dns new To do this, use 
same way you did when you copied in the titles. 

o Use the vertical scroll bar to move back up to the original forecast 
and select the July forecast figures. 

* File Edit Select Format Opt»o»TS_CaJ£inate m 


□ ! 
□: 


R4C2 


I Forecast - 1985 j 


1 

1 L 

Trivial Accompl ishments. 

Technobabbie Dictionary. 

e. _ | ~— L. 

July J . j.V.lY . 

Forecast • Actual 
Mi 415. 

■■■mi.3oo 

rfl .o 

1227 

550 

3112 

5604 

August ; Au 

Forecast : Ac 

465 : 

.300 :. 

0 : 

2500 : 

5365 . 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

TOTALS:. 



12 




13 




14 




15 



□ Choose Copy from the Edit menu. 

The luly forecast is copied to the Clipboard. 

You’ll see a cross in the upper left corner of that cell. 

□ Choose Paste from the Edit menu. 

The luly forecast is copied in. 

o Scroll back up to the original format, and sefea the acmahsafc. 
information for July (rows 4 through 11 of column ay 
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a Choose Copy from the Edit menu to copy it to the Clipboard. 

° oSe SCrow SSmn 2 U 3 °cS r *° *** UppCr ** 

° ^ua^figures for^ily° Se ^ >aste fr°m the Edit menu to copy 

Figure0-Uhwhen^it’s printed r ^ S ^ Cet I °° k the ° ne a,read y shown " 

condguousrolsfor each boT & inf ° rmati ° n to transfer to Chart in two 
in the ACTUALS group and move i/un*; ”?h ? ep “ l ° take each of the rows 
FORECAST grouf Since most of borhT ^ ° W f corres P ond ing title in th< 
the same time, thil i^ZyZ d o § P * "" ^ ° n the *«« at 

° CIlCk ° n the row number for ^ 32 to select the entire row. 

□ Choose Copy from the Edit menu to copy the row to the Clipboard. 

But sinclf Cut would^ekte^the ro^/" “Y ^ information to the Clipboard. 
Copy. Using cZ if LtVeale ^ T' k is Safer to ^ 

and restore the original version with y °^ Ve made a mistake > you can go back 
forecast a, the topTthe wor“he “ ' " aV,ng “ reCOMtrU “ “ fr °"> 

° ~ * <— > and dick in 

You’ll see a paste cross just as before. 

□ Choose Paste from the Edit menu. 

are'pasted’juta'below fhe rToSfit ^ ° ur . H ? n, P fe . TMM Accomplish™™) 
is moved down onerow * g ^ ““ resI of ,he b °° k information 

corresponding row in the projected area. 

,n^S niShed - r ° WS 22 ‘ 33 ° f y ° Ur W ° rksh '« look like the worksheet 









Figure 10-12. A printout of a section of a Multipkn 
6 worksheet containing projected and act\ 



I 
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Using Switcher 

■hen paste i„ ,L?„form^l anti ’ , “f a M> licati °"’ '°ad the seconded 
is make this quitting and loading imn’ecesar/ Wha ‘ Sw,Kher ac,uall V does 
efore you use Switcher, first save your worksheet and quit Multiplan. 

D Choose Quit from the File menu. 

° * “he fe taton 1 ’ if >™ Ganges u> the worksheet, 

° 5 y ° U ha r n t named y° ur worksheet before with the Save As 
STSi'^° rkSheet ^ thC **« b ° X *«appears, then 

□ When you get the dialog box asking if you want to save the riin 

o^3XX f i^cXt:r 1 s Mulup,an you do "‘—•» - 

D the“ teheHc*'"”' *“ ” the inle ™ al <*« a "d double-click on 
You 11 see Switcher’s main screen. 

* File I (lit Suiitcher 
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Clipboard from one program to the other. 

□ Choose Options... from the Switcher menu. 

□ Click the Always Convert Clipboard box and click OK. 

To launch the first application: 

o Click on the icon in the .op row. Choose .he Configure Then 
Install... command from the Switcher menu. 

□ Insert your Multiplan disk in the external drive. 

□ Double-click on the word Multiplan to open Multiplan. 

Now you’ll see a Configuration dialog box. 


Multiplan Configuration 

Preferred Memory Size 
Minimum Memory Size 
g] Saue Screen 



f Permanent] \ TemporaryJ 


\ Cancel ] 


The Configuration dialog box 

plan’s preferred memory allotment is 160K. 

□ Type 160 in the Preferred Memory Size typing field. 

□ Leave 128 as the number in the Minimum Memory Size typing 
field. Be sure there’s a check mark in the Save ere 

-c l as t screen of an application in memory prior 
a„Xr ap^ation, and nrakes swi.ching seen, a lot faster. 

o Click the Permanent button. 

Clicking the Permanent p^ijlian^confi^jrad.nt^nfOTrnathirh'so't^'li’® 
““iSj. in Switcher, you won't have to set .he Configurahon 

options again. 
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i icon. 


D Double-click on the Multiplan i 

Switcher loads Multiplan, then returns to the Switcher main menu. 


* File I (IM SmitrhPr 



Arrow 


S C o„‘tuher U pota t Tf dt'“a™ 1 ?, SlT r ‘ gh ‘ T** ° f ,he SCreen ' If ? ou 

now. Since the only application isMultiplan'dickine on the*' appl ' Cat,on ' Tr >’ “ 
you to Multiplan. When vou’re k g the arr °w just switches 

Switcher desktop. V “ W ' th «P'™«nting, return to the 

D S c sJi , ,ct, c Si f ,he am ” <b " ra "" po,ras) “ “ 

Next configure and install Chart. 

D CIick on the ‘con below the Multiplan icon. 

□ Choose Configure Then Install... from the Switcher menu. 

° ^* lck E J ect button to remove the Multiplan disk insert the 
Chart disk, awl double-click on Microsoft Char, 

° H—. W 1»i" d* 

D - 
□ Double-click on the Microsoft Chart icon. 

Switcher loads Chart, then returns you to the Switcher main menu. 
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□ Click on the left end of the double arrow in the upper right corner 
of The screen, and the Chart screen will be displayed. 


* rile Edit Data Gallera Chari Format 



formation by month. 

□ Choose Date from the Data menu. 

null see a dialog box asking for information about the graph youYe making, 

o Complete information in the dialog box so it looks like this: 


Date Series 


Series Name: Projected 


Category Name: | Month 
Ualue Name: | Units 


First Category: [july| 


Increment Each Category By 

\] -1 O Vears (•) Months O Days O Weekdays 

f Cancel j 


[ OK 


□ Click the OK button. 

Now you need to go back to Multiplan, select the information you want 
or your first graph, and copy it into the Clipboard, 
o Click either point of the Switcher arrow. 

me Chart screen slides to one side as a blank Multiplan worksheet slides in. 
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First, you need to load your forecast worksheet. 

□ Choose Open... from the File menu. 

^ . 

mmmmm 

SBatar- 



D Drag the mouse pointer 
Accomplishments). 


over these figures for the first book (Trivial 



Make sure you select only the forecast and actual 
° cho °se Copy from the Edit menu. 


figures, not the book title. 


be^ompS^ « S. r ^ ** 

o Now click either end of the Switcher arrow to return to Chart 
The worksheet slides off the screen and the Char, screen slides back on. 
□ When prompted, insert your Chart Master disk. 
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D 5TK 

Accomplishments). 

Chan makes each row of .he "‘P^^^aLdte LrieMbf 
row is put in .he Projected sene, ani. because you on y ^ (Whenever 

second row is pu. ” > Series followed by .he current time.) 

3 "^o'chTnge^me of the second series (.he current active window) from 

the time to Actual: 

□ Choose Da,, fmm dre Dan, « 

type Actual as the series name in the Series l\ame iyp g 


Date Series 

Series Name: 

Category Name: [Month 
Ualue Name: 

First Category: __ 

Increment Each Category By 

|"j [ OVears <•) Months O Da y s O Weekdays 

”) f Cancel j 



c 


OK 


□ Click the OK button. 

Now you wan. to ha* 

jSS^ in front of the other bores. 

□ Click in the Projected window. 



Untitled 


Neil) Series 


Actual 


* File Edit Data Galleru__ChartJFoinma^ 


itrder: — 


n p,nt Series 

Month 

Units j 

Jul, 1985 

500 | 

Aug,1985 

465 j 

Sep,1985 

512 | 

Oct, 1985 

550 1 

Nov,1985 

577 } 

, Dec. 1985 

600 ,| 
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□ Now click in the Plot Series box. 



Chart plots the projected sales. 


a Click on the Actual box 
Plot Series box. 


to make it the active window. Click in the 



Actual sales figures are plotted alongside of the projected figures. 
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To see the chart without the series information in front: 
□ Click in the Untitled window. 



Now you can make a few cosmetic changes: Remove the year_ fromThe 
months alone the X (horizontal) axis, change the Projected title (titles cannot 
bechanced fn File or Word, so it you want a different title tn your graph, you 

have to change it in Chart), and add a legend. 

To make the X axis display only the month, not month and yea . 

a Click in the Projected window so that it comes to the front. 



If you click on one of the boxes behind the chart that is not Projected, just keep 
trying until you get the Projected series. 

□ Choose Categories... from the Format menu. 































CHAPTER 10 Sharing Data with Other Programs 


423 


Categories 

Show 
0 Vear 

□ Quarter 
E Month 

□ Day 

□ Day of Week 


Tent Before: fj - 


Tent After: ["" 


r ok i 

( Cancel 1 


Align 
OLeft 
O Center 
(•) Right 

Date Format 
O Short 
<•) Medium 
O Long 


In the Show column, notice the X in front of Year and in from of Month. 

D Cllck on the x ln front of Year to remove it. Click OK. 

ateg Ci STx S raWn and haS °"' y m ° Mh ra ‘ her the "»«" and V^r 

a 1 in' Ae a Ord U er : Held'hit rtT?.? d T‘ "’u ° f to firsl series < the with 


D * n Untitled window to make it active. 

□ Move the mouse pointer to the title Projected and click on it. 



a the ** 
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Untitled 


Trivial Accomplishments 


■ Projected 

■ Actual 


Month 


□ Click outside the selection box around the title to have Chart 
redraw the graph with the new title. 

The last step is to add a legend. Thts is easyChart does it for you when 
you choose the Add Legend command from the Chart menu. 

o Pull down the Chart menu and choose Add Legend. 

Your chart is redrawn, making room for the legend that Chart adds for you. You 
now have a completed chart. 


* File Edit Data Galleru Chart Format 


□ Choose Save As... from the File menu and type Trivial as the name 

of your chart. 

□ If you want to save the chart on a data disk, click the Eject button 

and insert your data disk. 

If there is enough room on your Switcher or Chart disk, you can save the 
charts on them. This will prevent a lot of disk-swapping. 

□ Click the Save button. 

□ Now click one of the Switcher arrows to go back to Multiplan. 

□ Copy the next two rows of the realigned forecast and actual data 
into the Clipboard. 

□ Use a Switcher arrow to switch to Chart. 

□ Click on the New Series window to make it active. 

□ Choose New Data from the File menu to reset Chart for the new 
information. Click the No button when the dialog box appea , 
asking if you want to save the changes. 

n Follow the same steps you used to create the gragt 12 

hook to make charts for the rest of the books in the list (except 
Thinner Hair in 30 Days, which is not yet published, so it has no 
projected or actual sales). 
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jgg£2aESSa=F“ 

Adding Charts to File 

you bo transferring informatton between Char, and FfctZ 
tions), you have to quit Multiplan and add File to Switcher. § PP 

□ Use the Switcher arrows to switch to your Multiplan worksheet. 

Q Choose Quit from the File menu. 

y ° U , qUit an application, you are returned to the Switcher 
° P ’ " d ^ a PP 1,c ation is no longer part of Switcher, 
lo add File to Switcher: 

□ Double-click on a “Double-click here to load an application” icon. 

^y P ^™m e (288K^ gh mem °, ry remai " ing “ Spedf y File ' s Purred 

ssr" your R " disk - Then s 

After the program loads, you are returned to the Switcher main menu. 

□ Click on one end of the double arrow in the upper right corner 

until the opening File screen is displayed. g 

° £ ' he f de dial °g box asking which datafile you want to 

oad, click the Eject button and insert your File data disk. 

□ Double-click on 2nd Quarter - ’85 to load it. 

° IfS S Ua Ty ’ 85 datafile °P ens with the List Helper form 

:Vl d,SP 'T d ’ double ' click on any record number to get the 
view 2 form, the one you want to use. g 
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Now you need to return to Chart, pick up a chart for one of the books 
and copy it to the Clipboard, switch back to File, and then paste 
appropriate record. 

□ Use the Switcher arrow to switch to Chart. 

□ Be sure the main Chart window is active by clicking anywhere in it. 

□ Choose Copy Chart... from the Edit menu. 


You’ll see this dialog box: 

Copy Chart to Clipboard 

(8) RS Shown on Screen 
O fls Shown when Printed 

{ OK ~1 f Cancel ~| 


o Click OK to accept Chart’s default (As Shown on Screen). 

The chart is copied to the Clipboard. 

□ Click on the Switcher arrow to return to File. 


□ Select the Sales vs Projections field for the book whose chart 
in the Clipboard by clicking anywhere in the held. 


is 



□ Now choose Paste from the Edit menu to copy your chart in. 
Note that the chart doesn’t fit the field. 
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To adjust the chart to fit: 

° Choose Format Picture Field... from the Form menu. 

° SckOK alOS b ° X ’ dkk thC &ale bu “ 0n in the D,s P la y column, then 

Form Organize 


527 


I 2nd Quarter - 85 

Sales vs Projections 


33.33 


IfttU 


□ Continue these steps for the chart for each of the other books. 

y ° m 2 " d QUar “ r ' ' 85 da,afile '°° k the printout 

make a " d Ctar ‘ a "° WS “ 
transferring in fo rma,,o„ttt2 c£“," ^ 


Putting It All Together with Word 


Now that you have all this Multiplan, File and Chart inf™-™,,- . j 

you can put it all together using Microsoft Word You’ll learn how I^ 

si 

form-tetter typeof document Tot "w T 8 '- a '' OWS y ° U “ creaK a " d P™ » 

a=S£=SSp 

S=iS=S=-= 













Figure 10-13. A printout of the 2nd Quarter -85 datafile 


r: s. Ashenfelter 


Dr.?: Apr 12, ' 984_ 


ISBN 

tR Q5 

Prioo: f 8 -Z5. 


34 096 status: shipping. 


Title: in Search of Mediocrity 


r: c.B. Fldler 


- Aua 12. 1979_ 


Retail 
Prioa:. 


55 9 Q 8 status: shipping, 
13.95 


Title: Thinner Hair in 30 Days 


Author: L. Matthew S 


Pat7: Apr 1J986, 


Fiscal YTD 1 

3,054 

Current Quarter 

1,527 


“$13,666.65 

“$6,833.33 



Fiscal YTD 1 

" 2.095 

“Current Quarter 

T040 

..(Ill 

$4,137.63 

o 

o 

* 

in 

M 

lilpw 1 

Fiscal YTD 

0 

Current Quarter 

0 

Salts YS rrtjwuww ^ 

$0.00 

Dl 

- Woo 



continued 


Title: Drawing on the Right 

Side... 


Author: c.P. Parsons 


Da P t. : Dec 31. 1983_ --- 

ISBN •: 36.638 Status: shipping. 


Retail 

Priee: 


110.95 

Title: TechnoboDDle Dictionary 


10,104 


$55,319.40 


5.052 


$27,659 /0 


Author: jx. Hinsch 


r ^. Qct 15. 1983, 


3,936 


$17,613.60 


1,968 


$8,806.80 


MrtMr: C. Henry 


ri P * Feb 16. 1984. 


fT63,889.25 


8,215 


$81,944.63 
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the want the information from 

as well as the information Wordneeds^o 1 f § u commands - Th ese commands, 
information in it must be endnZ h ** the mer S e docu tnent and the 

you printed your S d «u Tw™ '' a ' T.”"* <■ and •». If 

£■ T |f * able ^eX s .Zr„ d dr ad *** 

sonnel.. This instruction tdls Zld™ Se aZ^ "j* *° ATA Ac< I u ' si,ion Per- 
Personnel and merge information from t • me ^ e ocumen t called Acquisition 
must appear at theWSS,^ 1 ^ The DATA instruction 

list of people in Person nel contains a 

Acquisition Personnel P T* Larry Li & htfoot created the 

then saved it using the Tex^ ^ I(M4 ’ in Microsoft File ’ 

These 1 are field^namesTntheA 6 mem °’ <<firstname>> and «lastname». 

** symbols, it substitutes infZaZ ZtZhTZ Z'^ Wh “ W ° rd Sees ,he 
field names enclosed in the -- svmbols Pield ddcuinen t that matches the 

match those names enclZdTn T Fle ' d names ,n the datafile must exactly 

any variation, fcdX“ Z ,n ^ ^ memo; if there i s y 

You win need a datafi Z messa *o «n the document. 

Acquisition Personnel datafile that'ZlT ^ document, so copy the 

own datafiles. Sh ° Wn ,n F, « ure W - 14 °r use one of your 

° Z ” 8 * Print 

part of your staff, you can usZileWTd 6 Z Z WJnt the mem o to go to only 
for people you “J hid ' <■* recorl 

As... command, and save your list as a Text Ontn rdi h °° Se the SaVe Records 
merge capability. Then when you print Worrl w n ^ l ° USC WUh Word ’ s P rint 
and insert them in the memo. 1 PU in names from your list 

again!sSrer U wofkZ“tZiZl i! Z '° '° ad Word Switcher. Once 
need qu i, one * *** ^ ' Md W ° rd ’ >» 

Figure 10-14. A printout of the Acquisition Personnel datafile 


Lastname 

Alexander 


Nesbitt 
Bennington - " 


Evavold 


Flrstname 

Christina 


John 


Alexandra 


Frank 


Street Address 

412 2nd Avenue 

31 15 Blair St 

—Ella™ 

Qp»t f ] r. 

State 

WA 

98004 

4191 Oak Place ' 
fvi Campbell 

wco i u e 

Seattle 

Bellevue 

WA 

WA ' 
WA 

98105 

98105 

98275 
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If you-ve used File to create your 
,„o fields of each record are Firstname and Lastname, and yo 
a text file, you no longer need File in Switcher. 

□ Use the Switcher arrows to go to File. 

□ Choose Quit from the File menu. 

When you Quit an application. Switcher automatically removes it and returns 

you to the Switcher main menu. 

Y Now we’re ready to load Word into Switcher. 

□ Double-click on an empty Switcher icon. 

with the minimum memory requirement (128K). 

0 dick the Drire button if necessary to change to the external drwe, 
then click Eject. 

o Insert your Word Master disk, and doubleclick on Microsoft Ward. 

The Switcher should now have Chart and Word. 

□ Click on either end of the Switcher arrow. 

□ When you see Word’s startup screen, type the memo shown in 
Figure 10-15. 

The words Drawing. Silicon, Die,ionary. Trivia,, and Mediocrity are markers for 

- SSSS-pf wth SwiKher 

this is not difficult. 

To copy in the charts: 

□ Click a Switcher arrow to go to Chart. 

Drawing. 

o Click in the window where the chart is displayed to make it active, 
o Choose Copy Chart from the Edit menu to copy it to the Clipboard. 

□ Click the OK button to choose the default As Shown on Screen 
option. 

□ Now use a Switcher arrow to return to your Word memo. 

□ Find and delete the word Drawing. 

□ Choose Paste from the Edit menu to paste in the Drawing chart at 
the insertion point. 

o Follow these steps to copy in the Silicon, Dictionary, Trivial, and 
Mediocrity charts. 


I 









FigUre 10 ~ 9 * * * * * 15 - The text M the memo’s main document 


«DATA Acquisition Personnel 


ER? awns 

MEMO 

To: «firstname» «lastname» 

Acquisitions Staff 
From: Larry Lightfoot 
Marketing Staff 
Re: Changing Market Trends 

Dear «firstname», 

.'"t 1 be helpfuito 

market and ^ **'*** ” 

Forecast 

teabntaj|^s Tawn° V ” Rjeh? 'tdTo<“ > ''* w*" ° Ur 8cl “ tmc 

Silicon Valle y -gh t Side of yo ur Mac and Comin g of Ay * in 

Drawing 

Silicon 

Also, our book, Iecn uobabMeP jrtionarib continues to sell consistently 
Dictionary 




for 


continued 


a?e r rttr g r^„^“' a — 


9 not doing as well as projected 

Trivial 

Mediocrity 

dewrtoenfZ'r?' Kt ** emendation of the marketing 

butnot*ejK]usively* and * cll "* al 

extremely good ^epu^TLt* *°* bas 

' “ l00k,n8 t0rward to talkln 8 «“*> y«« about this at our meeUng Tuesday 
Sincerely, 


Larry Lightfoot 
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Next, copy in the Multiplan forecast. To do this, quit Chart, return to the 

Switcher desktop, and launch Multiplan. 

□ Use a Switcher arrow to switch to Chart and choose Quit rom 
File menu. 

Choosing Quit in Char. remove, Char, from Switcher and returns you to the 
Switcher main menu. 

o Double-click on one of the "Double-click here to launch an 
application...” icons. 

on Multiplan to load it. 

□ Click on either end of the Switcher arrow to get to the Multiplan 
screen. 

D Choose Open... from the File menu. 

□ If your forecast worksheet is on a data disk, click the Eject button 
and insert your data disk. 

□ Double-click on Forecast - 1985 to load it. 

VOU want to copy information from dm £££££ ^ 
ter (October through December^ ^ ^ down the book titles, paste 

worksheet as a workspace, use Aboard to copy the second quarter mfor- 

them in the workspace, then u * ? workspace. Finally, copy both the 

SiS^oui workspace to the Clipboard. 

O Select the book tides (rows 4 through 11 of column 1) in your 
forecast. 



Trivial AoeniYlDlishmentS_ 


_j 

jn Search of Mediocrity.... 

1 Thinner Hair in .30 Day s . 

| Drawing on the Right Side.. 
| Technqbabble Dictionary. 

| Coming of. Age in Silicon V< 
1 

Olfi .... 


| TOTALS: .. l tHl.. 




...1.5PP.. : . 

...2500 . 
5400.. 


July .August. 

Actual J....Forecast....; 

415..;. 

300 : .?pp.. : 

...p..;.P.. 

I.?;??..;.ww.. 

550 •.POO.. 

•////3U?..;.2500.. 


..56P4.’.;. 


’.'.'5365.. 


o choose the Copy command from the Edit menu to cop, these to 
the Clipboard. 


o i ise the vertical scroll bar to scroll to an empty area on your 
SlSSy, the intersection of row 56 and column 1). 
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D siss: s *■ “■— 

D Scroll to the top of the forecast worksheet. 

° Di"Ltr F ° reCMt ^ Aa " al f » October through 



Choose Cop, from the Edit menu to copy them , he c|ipboard 

" ?4“oi„m„ U 2)" Where P a “ d ^ook 

this cell. 2) and dlck ln the U PP^ left corner to select 

□ Choose Paste from the Edit menu. 

forecatsZteiike fh‘s ' ““ “ d **"+ Member 

^ F " e Edi< $eleCt F0l ' m8t Options Calmlfltp 
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SECTION FIVE Sharing Data: Chips, Inc. and Fictitious Publishing 



December 


December 


November 
Actual.. 


November 


Actual 


October. 


Forecast 


October. 

Forecast 


Forecast 


Actual 


□ Select the entire second quarter forecast. 

f--—^^nrm^-ODtions Calculate 

R54 C1 ~|| j ... 

i Forecast - 1985 


o Copy the selected area to the Clipboard by choosing the Copy 

command from the Edit menu. 

Because you have selected more than 50^elh You’ll have 

: »wo*, ^ —« 

I the Scrapbook, and paste it into place. 

□ Choose Scrapbook from the Apple menu, 
o Choose Paste from the Edit menu. 

a Click .he Scrapbook »indo« do* boa in .he upper let. corner 
to close the Scrapbook window. 

□ Switch back to Word. 

□ Choose Scrapbook from the Apple menu, 
o Choose Copy from the Edit menu. 

□ Close the Scrapbook window. 

o Scroll .he memo up until you g« » Forecast ' wh ' C “ 
where you want to paste the Multiplan table. 

□ Delete the word Forecast. 

o Choo* Pa* from .he Edit menu .o cop, in your second quarter 
figures. 
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margins. “ Word s ° that « fits in Word’s 

a„ d d e,e Z'lZ JS=?& „ 

* File Edit (onrrh I-**_ _ 


let you^nowto^ark^g dfjS^^s'J^ U *5 t jt mi 8 ht be helpful to 

market and how we see it changing^ Perspective on the current book 

pas: r ? ? *« s % 

Drawing on the Right Side 2 nnn < A < ■ 0 0 0 o 

Technobabble Dictionary 90 J° 4 JJ 5 ?*°° ^57 2200 2380 

Corrung of Age in Silicon Vallay 2500 3112 22 00 l\\\ 2S! f*JJ 

rr 6330 4076 6327 5121 6400 7656 

technical b<»ks 0 Dra^ng V on toe been our scientific and 

silicon Valiev -g^a-ffi^igatad^Lxomj^ and Comin g nf 



Chart, and File. You cl^seeT !d? c ^ SIn & mformati °n from Multiplan, 

memos, as shown in Figure 10 16 Chon o. , 1 , w le " y° u actually prim the 
File menu to begin prEg ' h ' Pnm ““TSe- command from the 

Pretty impressive, isn’t it. 





















Fimre 10-16. Cables of the Fktitum Publishing memo 
FW printed, with Word’s merge printing feature 




































Appendix 


program do^omfcom^ from File hav e a BASIC 

File. It’s not intended to teach von hn« f th fi ds .’ and then bnn S 11 back to 
that people who read this section are knoSeableBASI^' ^ aSSUmin ^ 
want to know how File and BASIC can work toSher P ro g™ers who 

such as “ if salar ^ 1S ^ tban 

text-only information that contain. . I ’ '° u can rea< * a datafile saved as 

into a BASIC program *L asTi»n. a ,nforma '“" ^ a group of employees 
a sales figure fall! g " S a COmm,sslon based on the range into which 



if ifs betw^n |,,'STa £ ““ ’ 9 "’ 3 * 2 °° “ ^d; 

figure is greater than »,^,he commis^S^et^"'' sa '« 
at the sales figures and assigns the appropriate commission” Pr ° 8ram ‘°° lS 
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Appendix 


First, you need to create a ^Sgiti^St, 

program can read it. Next, enter e b a C k into File and check to be sure 
load the file the BASIC program produces back into 

the computations are correct and all is well. 

□ Load File and open a new datafile named Commission. 

□ Enter the following five fields and information types: 


Field Name 

Information Type 

Name 

Text 

Base Pay 

Number 

Sales 

Number 

Commission 

Number 

Total Pay 

Number 

Select the Base Pay, Sales, and Commission fi 
Format Number Field. . command from the 

Dollar button in the Display column. 


□ Double-click on the Total Pay field. 

□ Click the Dollar button in the Display£7"“ 
box, and click an insertion point in the Formula typing n 

□ Type Base Pay + Commission as your formula. 


Format Field 


Name:jlotal Pay 


□ tndew |f ok 

1 f Cancel j 


Type--- 

OTeHt 
<•) Number 
O Date 
O Picture 


Display- 

O General 
<S) Dollar 
O Percent 
O Decimal 
O Scientific 


flliyn- 

OLeft 
OCenter 
<•) Right 


Decimals:) 2 ] 


Style- 

□ Border 

□ Underline 

□ Bold 

□ Italic 
Commas 



□ Click the OK button. 

Tea, Pa, is now a conrpuied — 

tha , “ tr ° m BASIC 
o Choose Save Form As... from the File menu. Name the form 
Payroll Form and click the Save button. 
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all fields except Comm^ss^TheC^mk^ fi ^ tlv ?; and enter information in 
the BASIC program. You may enter vZn *?“ gCt ks informad °n from 
sample datafile 7 y ° Ur ° Wn ,nformat *<>n or simply copy this 



as a text file so BASIC earn read it"^ lnf ° rmatlon ’ you need to save this datafile 
° Ch ° OSe thC SaVe Records As - • • command from the File menu 


Saue Records fls: 


[Payroll 


O Normal 

®Tent (Microsoft Print Merge) 



Cancel 1 


° SSS" y ” r BA$,C <“I" ind,™ and bad 

the'ded^rversbn'of'BASK^K^ f' ands . f ° r decimal ' You need to use 
decimal ve„i„ n elimi„a tt s the 

Enter the program shown in Figure A-l. 

G , etNumber ’ that is «* called 

fields and there are no unformatted numh fi £ ° n y ,° n unform atted number 

the fields in Payroll have the dollar form t *” the Payro11 datafile - All of 

1 d ° llar format > and - slnce BASIC doesn’t recognize 
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the dollar sign as being program 

^ r . the 

□ Be sure your disk with the Payroll datafile (saved as text) is m 
external drive. 

o Choose Start from the Ron menu to run the program, 
the Open button. 

Your BASIC program will run and will use the Payroll datafile 
Figure A-l. A BASIC program for computing commissions 

REM Commissions are as follows. ^ 

REM $700-$999 =$200 

REM $1 000 - $1499 = $350 

REM $1500+ = . int0 the Commission field, and 

r E EM SSrfrdrsK where I. can be ,ceded back into F,e. 

•make all variables double-precision 
SIS 5 Bead dataSte named Payroll; write datallle named Payrolls 

filename^ = FILES$(1, "TEXT) 

IF filenamel $ ="" THEN STOP 

filename2$ = filename 1 $+ 2 

OPEN filenamel $ FOR INPUT ^ AS # 

OPEN filename2$ FOR OUTPUT AS #2 

REM The first record consists of field names; discard this record 
LINE INPUT #1 , fields$ 
r = 1 

WHILE NOT EOF(1) 

PRINT "Record #"; r: r« r + 1 
GOSUB ReadRecord 

REM Compute currenicomm'sston commission . 200 

5 [sales<-1 commission=350 

IF (sales > 1500) THEN commission = 500 
GOSUB WriteRecord 

WEND 

PRINT "Done" 

CLOSE #1 
CLOSE #2 
END 

REM Bead fields of each record into variables, either string, dollar, or humane 

ReadRecord: 

CALL GetString(names$) 

CALL GetDollar(basepay) 

CALL GetDollar(sales) 

REM*" Wt^s aTpec!alpnx»dure for the Commission held, which is empty 
CALL GetDollar(totalpay) 

RETURN 

REM this subroutine writes the records back out in text form 
WriteRecord: 


continued 
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tabb$ » CHR$(9): cr$ a CHR$( 13 ) 

CALL !2ar-« ' PR,NT#2 > tabb$; 

CALL Pn M K er(baS8pay): PR| NT#2, tabb$- 
CALL J? Um K ber(sales ) •• P r INT# 2, tabb$- 
pam L Put ^ umt>er (commission): PRINT#2tabhS 
RCTURN NUmb6r(t ° talpay) • PR 'NT#2 cr|’ bb$ ' 

SUB GetString(s$) STATIC 

«. Field ( s$ ) ’ take off dou ble quotes 

END Su7 (S$ ' ” * CHR$(34 > THEN s * * 2, LEN(s$) - 2, 

SUB PutString(s$) STATIC 
CALL PutFleld(s$) 

END SUB 

SUB GetDollar(dol) STATIC 
CALL GetFiekJ(d$) 

CALL CommasOut(d$) 

CALL RemoveFjnstChar(d$) 
ctol * VAL(d$) 

END SUB 

Sl« GetComm^m) STATIC 
CALL GetField(dummy$) 
com a o , K , 

END SUB Now proce<lure "ill WOK whether or not field has initial value 

SUB GetNumber(num) STATIC 
CALL GetField(n$) 

CALL CommasOut(nS) 
num a VAL(n$) 

END SUB 

S Ti%%l n r >STAT,C ,convert numbers back to strings so Fife can read them 

END A S L U L B PU,Reki(n$) 


SUB Com ma s°ut( S $) STATIC 
rLEFT$ (s$ , i) <> CHR$(34) GOTO NoCommas 

FOR i a 2 TO LEN(s$) - 1 
c$ = MID$(s$, i, 1 ) 

N^rf <>V,THENs1$ = s1$ + c $ 

s$-s1$ 

NoCommas: 

END SUB 

SUR GetField(f$) STATIC 
Rep^t""' Cr$ * CHR$(13) : tabb$ * CHR$(9) 
a$ = INPUT$( 1 , 1 ) 

END SUB* ^ AND (at <> ,abb$ > THEN f$ , f$ + a$ : QO TO Repeat 

SUB PutField('f$) STATIC 
comma = INSTR(f$, ■ •) 

PR»rr’™ , t$ THEN pf ’ INT#2 ' CHR$(34); 

EW sSS™' ™ BM PWNT **• C "R*<34); 

SUB RemoveFirstChar(s$) STATIC 

en^uT-*- 


’remove commas from numbers 


remove dollar signs and double quotes 
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successfully if your screen looks like this. 

* File Edit Searc h Ru^JlMndoiiJs ^ 

Pay 


Record * 1 

Record # 2 
Record # 3 
Record * 4 
Record * 5 
Record * 6 
Done 



o Quit BASIC, put your File disk in the internal drive, start File, and 
open a new datafile named Payroll 3. 

There are a couple of preparations you It’s a text 

2, the datafile with the commissions crea y Macintosh desktop, 

me, not a Microsoft File all the fields in Pay- 

S “Xhe a „ open the Pa> 2 Be created b, the BASIC program. 

□ Type Commissions 2 as the name of your new datafile. 

□ Choose the Open Form... command from the File menu. 

□ Double-click on Payroll Form to load it. 

tte datafiks^To^dd the^fidds 

to the datafile, all you need to do is format them. 

□ Choose Select All from the Edit menu. 

o Choose Format Field... from the Form menu. 

You’ll see a dialog box that looks like this. 


Format Field 

□ Inden 

GO 


Riign- 

OLeft 

O Center 

O R'9 ht 


-Style— 

□ Border 

□ Underline 

□ Bold 

l—1 itnlir 

[Cancel) 



| 1 IXOlll* 
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□ Simply click the OK button and the gray fields will be added to the 
Payroll 3 datable. 

Now all that’s left is to open the Payroll 2 file. 

□ Click in the datafile window to make it active and to close the form 
window. 

□ Choose Open Datafile... from the File menu. 

You’ll see this dialog box: 


Saue the current form with the 
datafile "Commissions 21" 


{ NO ] 

[Cancel ] 


□ Click the Yes button. 

□ Double-click on the file Payroll 2. 

Information from Payroll 2 should be on your screen and should look like this: 


6 File Edit Form Organize 


i am 

Name 

Base Pau 

nmissions 2 j 
Sales 

Commission 

Total Pau <> 

i 

McCarthy, K. 

$2,000.00 

$1,000.00 

$350.00 

$2,350.00 

2 

Guildner, C. 

$2,000.00 

$850.00 

$200.00 

$2,200.00 j 

3 

Meagher, R. 

$2,000.00 

$975.00 

$200.00 

$2,200.00 j 

4 

Boersma, M. 

$2,000.00 

$1,200.00 

$350.00 

$2,350.00 j 

5 

Linn, C. 

$2,000.00 

$1,125.00 

$350.00 

$2,350.00 | 

6 

McIntyre, W. 

$2,000.00 

$1,525.00 

$500.00 

$2,500.00 j 

New 











Check the Commission field. Notice that the BASIC program has correctly 
assigned commissions based on the range you specified. 

That’s all there is to using File with BASIC. To customize this program for 
your needs, just delete the IF-THEN statements starting on line 23, add the code 
for the calculations you need to do, and change the variable names and types so 
they match the names in your datafile. Then the program will read the file, do 
the calculations, and write it back out just as it did with this commission example. 

You can use File with BASIC to do any kind of computation File alone 
cannot do. Checking a range of values as we did in this commission example is 
one valuable use. Another is if you need conditional statements. For example, if 
you have a payroll file that keeps a running total of FICA contributions paid by 
employees, each month you could run the payroll file through a BASIC program 
to check to see whether or not any employees had paid the maximum FICA. If 
they had, you could have the BASIC program change the amount in the FICA 
column to 0 and, in this way, keep your payroll datafile accurate. 
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A 

ASCII (American Standard Code for 
Information Interchange), 361 
Average function, 44, 161 

B 

BASIC 

computing commissions program 
440-41 

decimal version, 439 
GetNumber subroutine, 439-40 
Run menu, 440 
using File with, 437-43 
Bidding 
forms, 242-47 
detail, 248-53, 261-64 
master database 
entering information, 247-48 
fields, 239-42 
formulas, 242-47 
resources, 247 
summary reports, 253-60 
units, 247 
updating, 261-62 
printing, 271-72 
summary reports, 262-69 
worksheets 
allowances, 269 
contingencies, 269 
fields, 256 
formulas, 256-57 
tax percent, 269 


C 

Clear button, 30-32 
Clipboard 
copying to 
charts, 426 

MacPaint images, 209-11,214 
pasting in 
fields, 124, 206-7 
records, 206-7 
Commands 

Find..., 27-30, 38, 74-75, 79, 80 
Format Date Field..., 20, 148 
Format Field..., 17, 200-201, 203 
Format Number Field..., 19 
87-91, 147 

Format Picture Field ...,210 
Format Summary Field.. 43 
113, 147 

Format Text Field..., 18, 199 

Hide Records, 32-33, 38 

List Helper, 7-10, 60-61, 138, 184 

New Datafile..., 163 

New Report, 40 

Open Datafile..., 124 

Open Form..., 229, 283 

Open Report..., Ill 

Page Setup..., 34-37 
Print Records..., 34, 38 
Print Report..., 157, 291 
Quit, 99, 173 

Report..., 39, 40-41, 112 , 160 

Save Records As..., 39, 40, 80 
Save Report As..., 40, 157, 163 
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Index 


Commands (continued) 

Set Font..., 199,219 

Show All Records, 33, 34, 38, 75, 79 
Show Form, 144, 159, 213, 229, 


248, 292 

Sort..., 31-33, 111, 152-53 
CompuServe, 312-14, 361-65. See also 
Information services 
Conditional Statements, 98 
Copying. See also Disks 
fields, 23 


files, 99-100 

Cost estimating. See Bidding 


Cost-tracking 

invoices 

adding information, 284 
history datafile of, 282—84 
maintaining, 297-98 
outstanding, 273-82 
separating by job, 284-86 
job cost cards, 273, 275, 292-97 
analyze bidding, 297 
belds, 292-94 
formulas, 293 
monthly reports 
belds, 300 

headers and footers, 301 
printing, 301-5 
task reports, 286-92 
headers and footers, 290 
printing, 290-92 
summary, 286, 291—92 
Count function, 44 


Datables 

adding pictures to, 209—12 
backing up, 52 
creating, 59 
debnition of, 3 
deleting 
belds, 49 

records, 49—50, 125 
duplicating, 99 

entering data in, 23-24, 64-65, 
100-102 
naming, 6 
opening 

existing, 6-7 
new, 6-7, 59 

scrolling through, 25—26 
versus forms, 3-4 
window, 7 

Date belds, 20-21, 148 
Deleting 
characters 

with the Backspace key, 23 
without conbrmation, 49 
belds, 49, 104-5 
records, 49-50 
Digitizers, 182, 211-12, 220 
Disks 

backup, 52 
data, 7 

File Master, 5, 51 
backing up, 4-5 
initializing, 59 
skeleton, 51 

Duplicate command, 99, 173 


D 

Data. See also Datables 
deleting, 125 

entering, 23-24, 64-65, 100-102 
current date, 23 
current time, 23 
moving 

to next beld, 64 
to previous beld, 64 
repeating, 65 
saving, 24 


E 

Entering data. See Data 
#ERROR! message, 167-71, 267 

F 

Fields 

borders, removing, 200—201 
computed-number, 50-51, 87-91 
creating, 318-20 (see also Forms) 
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Fields (continued) 
date, 20 - 21 , 148 
definition of, 3 
deleting, 9, 104-5 
formatting, 16-22, 50-51 
alignment, 70-71, 147-48 203 
size, 68-69, 145-47, 193-94 
246, 330 

steps to, summary of, 332 
transmitting, 361 
hiding, 9, 188 
indexed, 51 

information types, 50, 86 
default, 62 

guidelines for choosing, 15—16 
keyboard shortcuts, 15 
moving to, 143 
naming, 15, 62, 318 
number, 19-20, 87-88 
picture 

formatting options, 21 — 22 , 210—11 
sizing, 221 
text, 17-18, 320 
File menu 

New Datafile... command, 163 
New Report command, 40 
Open Datafile... command, 124 
Open Form... command, 229, 283 
Open Report... command, 111 
Page Setup... command, 34-37 
Print Records command, 34 , 37 
Quit command, 99 
Save Records As... command 39 
40,80 

Save Report As... command, 40 
157, 163 
File, Microsoft 
master disk 
backing up, 4-5 
copy protection of, 4 
sharing data 

with mainframe computers, 311—373 
with Microsoft Chart, 375 , 380 
with Microsoft Multiplan, 386—407 
with Microsoft Word, 375 380 
382-85 


File, Microsoft (continued) 
starting, 5-7, 58-60 
Find button, 28 

Find... Command, 27-30, 74 - 75 , 

79, 80. See also Searching 
using wildcard symbols, 75 
window, 27, 28 

Fonts, changing sizes, 198-99, 218-19 
Form menu 

Format Date Field... command, 20 
Format Field... command, 17 203 
Format Number Field... command 
19, 87-91 

Format Picture Field... command 
210 


Format Text Field... command, 18 
List Helper command, 7-10 60-61 
138, 184 

Set Font... command, 199 
Vertical Form command, 12, 13 
Format Field... command, 17 203 
Format Number Field... command, 19 
Format Picture Field... command, 210 
Format Summary Field... command, 41 
ormat Text Field... command, 18 
Formatting 

customized screens, 65-71 
fields 


alignment of, 70-71, 203-4 
date, 20 - 21 , 280 
number, 19-21 
picture, 21-22 
sizes of, 68-69 
text, 17-18 
heading text, 69-70 
Forms 

adding labels to, 10 - 11 , 190-92 
326-29 

blank, printing of, 4 
borders, removing from, 200-201 
331 

changing field positions in, 96 
creating 

with List Flelper command, 7—10 
60-63, 68 , 138, 314-20 
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Forms (continued) 

custom (non-List Helper), 9-12, 

184, 187-204, 208, 321-35 
headings 
area, 12-14 

entering, 140-41, 316-18 
types of, 12 
versus data, 3—4 
vertical, 12—13 
window, 7 

resizing, 321-23 
Formulas, 99, 141-42, 242-47, 

256-57, 293. See also Format 
Number... Field command 
Functions, 43-44 

H 

Headings 

adding, 316-18 

heading areas, creating, 12-14, 

214-15 

heading text, changing, 69-70 
with pictures, 220-23 
Hide Area, 92-95, 188-89 ’ 322 „ 

Hide Records Command, 32-33, oo 
Hiding records. See Records, hiding 

I 

Information services 

CompuServe, 312-14, 361-65 
connecting to, 361-65 
straight-text transfers, 362-65, 367 
Xmodem protocol, 365-66 
Information type 
date, 16 

making decisions about, 16 
number, 16, 63 

computed, 16, 20 
picture, 16, 21 
text, 16, 62, 63 

Inventory 

adding items to, 172 

deleting items from, 172-73, 176-79 


Index 


Inventory (continued) 

entering initial information, 142 44 
fields, 137-38 
form, 138-42 

changing field sizes, 145-48 
field headings, 140-41 
formulas, 141—42 
history, 159—73 

adding subsequent information, 
171-72 

creating inventory master, 163-67, 

173-79 1R-7 -71 

#ERROR! message, deleting, 167 /1 
summary report, 159-63 
recording transactions, 148-50 
reports, 150—58 

excluding fields, 154-55 
previewing and printing, 15 

specifying totals, 155-56 

starting new a six-month log, 173 /o 

K 

Keyboard commands 

moving the insertion point, 26-2 /, 
297 

repeating data from previous record, 

65 

scrolling by screenful, 26 
switching between two forms, 12 


Labels 

changing alignment of, 199-299 
changing font sizes of, 198, 1 I© 1 ^, 
245, 329 

creating, 10—11, 190-92 
with dashes, 333 
formatting, 329 
overlapping, 11, 194, 201—2 
with pictures, 11 
resizing, 194-96 

List Helper command, 7-12, 60-61, 
138, 184 
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M 

Macintosh 
system calendar, 36 
system dock, 36 
MacPaint, 181, 209-12, 220 
MacTerminal, 361-65 
Mailing labels, 230-35 
Maximum function, 44 
Microsoft Chart, 181, 375, 380 
adding charts to File, 425-27 
transferring spreadsheet data to 
409-20 
Microsoft File 
backing up, 4-5 
copy protection, 4 
sharing data with 
Microsoft Chart, 375, 380 
Microsoft Multiplan, 386-407 
Microsoft Word, 38, 306, 375 380 
382-85 

starting, 5-7, 58-60 
using information services with 
361—68 

Microsoft Multiplan, 386-407 
and File forms 
displaying data in, 392-404 
transferring spreadsheet data to 
388-90 

transferring data 
to Chart, 409-15 
to File, 405-7 

Microsoft Word, 38, 306, 375, 380 
382-85 

creating form letters, 427-29 
sharing data from other programs 
427-35 

Minimum function, 44 

N 

New button, 6 
New Report command, 40 
Number fields 
computed, 87-88 


Number fields (continued) 
formatting, 19-20, 87 

o 

Open button, 6-7 
Open Datafile... command, 124 
Open Report... command, 111 
Ordering 
order log 

adding information, 207-8 
227-30 

adding pictures, 209-12 
copying initial information, 204-7 
copying report totals, 226-27 
fields, 181-87 
form, 184-204 
purchase orders, 181, 184 
form, 212-23 
mailing labels, 230-35 
printing, 230 
vendor, 222-23, 228-30 
Organize menu 

Find... command, 27-30, 38 74-75 
79,80 

Hide Records command, 32—33, 38 
Report... command, 39, 40-41, 112 
Show All Records command, 33 34 
38, 75, 79 

Sort... command, 31-33, 111 , 152-53 


Page Setup... command, 34-37 
Payroll 
data 

copying, 125 
entering 100-102 
updating, 121-25 
fields, 84-91 
form, 92-96 
master datafiles 
creating, 102-5 
updating, 126-27 
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Payroll (continued) 
reports, 105—21 
employee, 117-21 
monthly, 111—17 
printing, 127-28 
skeleton datafiles 
copying, 125 
creating, 84, 97-100 
Personnel, 57-81 
data, 64-65 
fields, 57-58 
form, 60-63, 65-71 
Picture fields, 21—22, 210—11 
Print Records command, 34, 38 
Print Report... command, 291 
Printing 

forms, 36-37 
blank, 4 

mailing labels, 35 
records, 34-35 

determining number of fields 
per page, 36-38, 217 
page margins, 35 
page orientation, 35 
pagination, 35 
reduction, 35 
reports, 36, 127-28 

Q 

Quit command, 99, 173 


R 


Records, 3 

deleting, 125, 167 
hiding, 32-33, 38 
narrowing, 244 
numbering, 33, 65 
printing, 33-38 
repeating, 65 
searching, 27-30 
sorting, 31-32 
transmitting, 361 
Report... command, 39, 40, 
window, 39—41, 339 


153, 339 


Report... command (continued) 

Not Shown area, 39-41, 154, 339 
Not Sorted area, 39-41, 153, 341 


resetting, 48 

Sort area, 39—41, 44, 153 


Reports, 38—47, 105—21 
fields 


excluding, 154—55 
formatting, 41-42, 115 


moving, 40-41, 51 
page breaks, 113 
previewing, 47, 115, 157, 342-43 
printing, 47, 157 

headers and footers, 290 
saving, 48, 157 
sort criteria in, 39 
summary, 117, 159-63 


functions, 42-47 
removing formatting, 46 
totals, saving, 159-72 
totals, specifying, 155-56 


S 

Save Records As... command, 39, 40, 80 
Save Report As... command, 40, 157, 

163 

Saving Data, 24 
Scroll arrows, 25-26 
Scroll bars, 25-26 
Scroll box, 25, 26 
Scrolling, 25-26 
Searching 
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Show All Records command (continued) 
sort window, 31-32, 79, 152, 339-40 
Sorting, 31-32, 77-80, 111—12, 117 
criteria, 31-32 
alphabetical, 32, 77-78 
ascending/descending, 31-32, 
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Clear button, 32, 79 
multiple, 79 
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saving, 80 

St. Dev. function, 44 

Switcher, 380, 386, 415-17, 429-30 
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Text fields, 17-18, 320 
ThunderScan, 182, 211-12 
Total function, 43 
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VersaTerm, 361 
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Wildcards, 30, 75 
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